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Software Licence Agreement 
QUICKBOOKS, QUICKBOOKS PRO, QUICKBOOKS PAYROLL & QUICKBOOKS PRO PAYROLL 



1.0 Agreement Controls the Relationship 

This Software Licence Agreement ("Agreement") sets forth all terms and conditions, obligations, responsibilities, 
liabilities and remedies as between (a) you and (b) Intuit Inc. and its subsidiary Intuit Limited (collectively, "Intuit"), 
and the Representatives (defined at Section 10.1(b)) in regards to your use of QuickBooks, QuickBooks Pro, QuickBooks 
Payroll and QuickBooks Pro Payroll software (and any related updates (defined at Section 3.1) (collectively, "Software") 
and any related services (including, but not limited to Payroll Services (as defined in Section 5.6), materials, and 
documentation. By using the Software, you confirm that you (a) have read and understood this Agreement, (b) accept 
and agree to be bound by its terms and conditions, (c) acknowledge that this Agreement sets forth your exclusive 
remedies in respect of any claims you may have related to the Software, and (d) understand that this Agreement fully 
sets out the obligations and limitations of liabilities of Intuit, its licensors and the Representatives to you, 
notwithstanding any other prior or contemporaneous writing (including any related packaging or advertisements), 
promise, understanding, or oral representations made by any party including Intuit. 

2.0 Rejection of Agreement 

2.1 If you purchased the Software but do not agree with or consent to be bound by the terms of this Agreement, you must 
(a) immediately discontinue all use of the Software and any related services, materials and documentation; (b) 
immediately delete from your computer any file which you may have downloaded from the Software, and destroy any 
and all copies made by you (or with your permission) of any portion of the Software; and (c) within ten (10) days deliver 
to Intuit, at the address set forth in Section 11.3, the Software and all other items provided to you with or in connection 
with the Software plus documentation evidencing the date and amount you paid for the Software (e.g. dated receipt, 
shipping invoice). If you comply with the terms of this Section 2.1, you shall receive a full refund of any monies you 
paid for the Software. 

2.2 If the Software was pre-installed on your computer or disks came packaged with your computer at no extra charge, and 
you do not agree with this Agreement, do not use the Software. 

3.0 Support 

3.1 Intuit may make available to you updates and error corrections (collectively, "updates") to the Software and Payroll 
Service. As determined by Intuit in its sole discretion, updates may be provided (a) electronically via the world-wide- 
web and/or (b) via media (e.g. CD-ROM). You may be charged an additional fee if Intuit makes updates available (y) 
both electronically and via media and you chose media or (z) in different media forms and you chose the form which is 
identified as having an additional fee. It is your obligation to install all updates within thirty (30) days of such being 
made available to you by Intuit (or its Representatives). 

3.2 At its sole discretion, Intuit may provide technical support for the current and prior release(s)/version(s) of QuickBooks 
or QuickBooks Pro (as applicable). The current terms of technical support, if any, can be obtained by contacting Intuit as 
set forth in Section 11.2, and are subject to modification and/or termination without prior notice. 

4.0 Connections to the World Wide Web 

It is your sole responsibility to establish and maintain adequate access to the world-wide-web in order to receive updates 
and use Payroll Service. You must also maintain in good working order the computer on which you will use the Software 
and access Payroll Service. 

5.0 Licence Grants 

5.1 Trial-User Licence: If you have acquired a trial-user version of the Software, you are granted a limited non-exclusive 
licence to use the Software as follows: (a) a trial version of the single-user licence enables one (1) individual to access the 
Software on a single computer located within the United Kingdom (except that use is permitted outside of the United 
Kingdom only during temporary travel abroad), and (b) a trial version of the multi-user licence enables up to five (5) 
individuals (who are your directors, employees, or contractors) to access the Software and download the Software on up 
to five (5) computers located within the United Kingdom (except that use is permitted outside of the United Kingdom 
only during temporary travel abroad). You may not make any copies of printed or online materials, including user 
documentation, provided or made available to you in connection with the Software (if any). Your trial-user licence is 
only valid for approximately fifteen (15) uses of the Software, or as otherwise may be specified on the packaging or 
identified when you acquired the trial-user version of the Software. You understand that upon the expiration of your 
trial-user licence, you must purchase a licence to QuickBooks or QuickBooks Pro (as applicable) in order to continue to 
use the Software and, in the absence of which, you may not be able to use/access the Software or any data you entered 
into the Software. 
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5.2 Single-User Licence: If you purchase QuickBooks or QuickBooks Pro for use by a single user, you are granted a non- 
exclusive, limited licence for one (1) individual to access the Software on a single computer located within the United 
Kingdom (except that use is permitted outside of the United Kingdom only during temporary travel abroad). You are 
permitted to make one (1) backup copy of the Software as an archival copy. You may also use your backup copy to 
replace the Software in the event the Software loaded on the licenced computer is lost or is damaged and rendered 
unusable, however, your use of the replacement copy of the Software will be subject to the terms and conditions set 
forth in this Agreement. You may not make any copies of printed materials, or print more than one (1) copy of any 
online materials, including user documentation, provided or made available to you in connection with the Software (if 
any). 

5.3 Multi-User Licence (available only for QuickBooks Pro): If you purchased QuickBooks Pro for use by multiple users, 
you are granted a limited non-exclusive licence to (a) have up to five (5) individuals (who are your directors, employees, 
or contractors) access the Software; (b) download and use the Software on up to five (5) computers located within the 
United Kingdom (except that use is permitted outside of the United Kingdom only during temporary travel abroad) 
which may be used by up to five (5) individuals (who are your directors, employees, or contractors); (c) place a copy of 
your Software data file on a network; and (d) make up to four (4) additional copies of the printed materials (including 
user documentation) and print up to five (5) copies of any online materials provided to you in connection with the 
Software (if any). All users in a multi-user environment must be using valid licenced copies of the same release/version 
of the Software. 

5.4 QuickBooks Pro Timer Licence (available only with QuickBooks Pro): You may use the QuickBooks Pro Timer 
program on all computers used in your business. 

5.5 Acquiring Additional Licence Grants: You are required to pay for the requisite number of licences to cover your needs. 
For example, if you need seven (7) individuals to access the Software, you must sign up for (a) a multi-user licence for 
QuickBooks Pro and (b) pay for at least two (2) additional single-user licences or an additional multi-user licence. 

5.6 Payroll Service: At its sole discretion, Intuit may make available for your use, in connection with QuickBooks or 
QuickBooks Pro, tax tables to automatically calculate your payroll taxes ("Payroll Service" which includes Payroll Service 
Updates (as defined in Section 5.6.1(c)). 

5.6.1 To the extent that Intuit makes Payroll Service available to you and you desire to use Payroll Service, the 

following additional terms and conditions will apply to you in connection with your use of the Software and 
Payroll Service: 

(a) If you purchased QuickBooks or QuickBooks Pro, you must subscribe to one (1) year of Payroll Service (or 
other time period as may be permitted by Intuit) and provide Intuit with the required information by: (i) 
clicking on the appropriate Employee menu item within the Software and completing the form or (ii) 
submitting your submission request by contacting Intuit as set forth in Section 11. If you purchased 
QuickBooks Payroll Service or QuickBooks Pro Payroll Service, you must return to Intuit the completed 
registration card. 

(b) You must pay the then current subscription fee by providing Intuit with a valid (1) credit or debit card 
accepted by Intuit, or (2) cheque. Your access and subscription to Payroll Service, and any renewal or re- 
subscription to Payroll Service, will not begin until your payment has been processed and you have 
provided all requested subscription information. Subject to Section 7, all subscription fees are non- 
refundable. 

(c) For as long as you have a valid subscription to Payroll Service, Intuit grants you a non-exclusive licence to 
use the tax tables, selected payroll forms (when available), documentation, and updates thereto (if any) 
("Payroll Service Updates") within the United Kingdom. 

(d) You may only use Payroll Service with the Software and on those computers for which you have a valid 
licence to use the Software. You must purchase a separate subscription to Payroll Service for each copy of 
the Software for which you intend to be enable to use Payroll Service. 

(e) Payroll Service is only compatible with the then current release/version of the Software and, at Intuit's sole 
discretion, may be compatible with prior release(s)/version(s) of the Software. If you do not upgrade to the 
most current release/version of the Software, or if you fail to download all updates to the Software as set 
forth in Section 3.1, Intuit may void your subscription to Payroll Service without refund. 

(f) Your subscription to Payroll Service will automatically terminate upon the end of your subscription period. 
It is your sole responsibility to contact Intuit in order to renew your pre-paid subscription (unless 
terminated earlier as specified in this Agreement), or re-subscribe, to Payroll Service, provided that Payroll 
Service is available as of the date that Intuit processes your subscription payment. Subject to 5.6.1(b), you 
must submit your renewal request and the then current applicable fee to Intuit at least one (1) month prior 
to the expiration of your then current subscription period to minimize any lapse in your subscription to 
Payroll Service. Intuit may, but has no obligation to, provide you with a renewal notice in a medium it 
deems appropriate, around the date of expiration of your then current pre-paid subscription to Payroll 
Service. 



5.6.2 Payroll Service is designed to provide you with information with the understanding that Intuit is not engaged in 
rendering legal, accounting or other professional services. If legal advice or other expert assistance is required, 
you should seek the service of a competent professional. It is your responsibility to be knowledgeable of tax table 
changes that affect you and to ensure that you follow these changes by law. YOU ASSUME FULL 
RESPONSIBILITY FOR YOUR SELECTION OF THE TAX TABLES TO ACHIEVE YOUR INTENDED PURPOSES, FOR 
THE PROPER INSTALLATION AND USE OF THE TAX TABLES AND FOR VERIFYING THE RESULTS OBTAINED 
FROM USE OF THE TAX TABLES. INTUIT DISCLAIMS ANY WARRANTY OR CONDITION THAT THE 
FUNCTIONS CONTAINED IN THE TAX TABLES WILL MEET YOUR REQUIREMENTS OR THAT THE OPERATION 
OF THE TAX TABLES WILL BE UNINTERRUPTED OR ERROR FREE. 

5.6.3 Intuit warrants that all CD-Rom disk(s), diskettes or other media, distributed in any form, (which for purposes of 
this Section 5, will be referred to collectively as "disk(s)") provided to you as part of this Payroll Service and 
under this Agreement, when under normal use, shall be free from defects in material and workmanship for 
fourteen (14) days from the date of your receipt of the disk(s) ("warranty period"), provided that you promptly 
install and/or download the disk(s) upon such being made available to you. If you purchased the Software from 
Intuit or from a retail store and your disk(s) does not operate as warranted, Intuit shall, at its option, 
repair/replace the disk(s) or refund your purchase price provided that you send Intuit a replacement request, the 
defective disk(s), and evidence of the date and amount for which your purchased the Software, prior to the 
expiration of the warranty period. 

5.6.4 If you identify a defect after the warranty period, Intuit may make a replacement disk(s) available if you send to 
Intuit: your replacement request, the defective disk(s), and a cheque made payable to "Intuit Limited" in the 
applicable amount plus applicable tax. You can obtain the then current cost for replacement disks by contacting 
Intuit as set forth in Section 11.2. For all orders shipped within the United Kingdom, please add any applicable 
sales tax as well as tax on shipping and handling based on your shipping address. Any request for the 
replacement of defective disk(s) (with the items identified in this Section 5.6.4) must be sent to Intuit as set forth 
at Section 11.3. 

5.6.5 THIS SECTION 5.6 SETS FORTH INTUIT'S ENTIRE LIABILITY AND YOUR EXCLUSIVE REMEDIES IN THE EVENT 
OF YOUR DISSATISFACTION WITH PAYROLL SERVICE, DEFECTIVE DISKS OR SERVICES PROVIDED AS PART 
OF OR IN CONNECTION WITH PAYROLL SERVICE. 

6.0 Licence Restrictions 

6.1 The Software, Payroll Service, and any materials provided to you in connection therewith, contain Intuit trade secrets. 
You may not disclose such trade secrets or (except as permitted by applicable law) decompile, reverse engineer, 
disassemble, or otherwise reduce the Software to human-perceivable form. 

6.2 You may not modify, adapt, translate, rent, sublicence, assign (except as permitted under Section 6.4), lend, resell for 
profit, distribute, or network any portion of the Software or Payroll Service, or related materials, or create derivative 
works based thereon or any part thereof. 

6.3 The Software, Payroll Service, and materials provided to you in connection therewith, are protected by English and 
other copyright laws and international treaties. Unless expressly permitted under your applicable licence grant in 
Section 5.1, 5.2, or 5.3, any of the following actions by you, among others, would be considered violations of this 
Agreement. 

(a) Distributing copies of the Software or Payroll Service; 

(b) Permitting others to access the Software or Payroll Service; 

(c) Enabling others to use your Software or Payroll Service registration or access codes, passwords, or serial number(s) 
(if any); 

(d) Making additional copies or duplicating any aspect of the Software or Payroll Service by any means, including 
electronic transmission; 

(e) Copying any portion of the printed materials, if any, accompanying the Software or Payroll Service, or printing 
multiple copies of any user documentation; or 

(f) Installing and using the Software or Payroll Service on computers used by unlicenced and/or unauthorised 
individuals. 

6.4 Subject to Intuit's approval, you may transfer/assign your rights in and to the Software to a third party, or sell the 
computer on which the Software is installed to a third party, provided that, within fifteen (15) days of the 
transfer/assignment to that third party, (a) you notify Intuit of the transfer/assignment and complete any transfer forms 
required by Intuit, (b) the third party enters into the most current version of the Software Licence Agreement for the 
Software as provided by Intuit; and (c) you or the third party pay all fees which might be due and owing in connection 
with your prior use of the Software, Payroll Service and/or any services in connection therewith. If you transfer/assign 
your rights to the Software or Payroll Service to any third party, you may not keep a copy of the Software, Payroll Service 
or any related materials/documentation for yourself. 
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7.0 60 Day Money Back Guarantee 

In the event you determine that you are not satisfied with the Software and provided that you have not registered the 
Software with Intuit, you may obtain a full refund of the purchase price you paid for the Software and Payroll Service (if 
applicable) (minus applicable shipping and handling fees (if any)) if within sixty (60) days of purchase you: 

(a) send to the address set forth in Section 11.3: all items provided to you as part of the Software or Payroll Service and 
documentation evidencing the date and amount you paid for the Software (e.g. dated receipt, shipping invoice); 

(b) delete any Software, Payroll Service and documentation downloaded or loaded onto your computer; and 

(c) destroy any and all copies made by you (or with your permission) of any portion of the Software and Payroll 
Service. 

8.0 Limited Warranty 

8.1 Intuit warrants that all CD-Rom disk(s), diskettes or other media distributed in any form (which for purposes of this 
Section 8, shall be referred to collectively as "disk(s)") provided to you as part of the Software and under this Agreement, 
when under normal use, shall be free from defects in material and workmanship for fourteen (14) days from the date of 
your purchase of the Software ("warranty period"). If you purchased the Software from Intuit or from a retail store and 
your disk(s) does not operate as warranted, Intuit shall, at its option, repair/replace the disk(s) or refund your purchase 
price provided that you send Intuit a replacement request, the defective disk(s), and evidence of the date and amount 
for which your purchased the Software, prior to the expiration of the warranty period. If the Software was pre-installed 
on your computer when you bought it, or the disk(s) came packaged with your computer at no extra charge, and the 
Software is defective or was installed improperly, you may obtain a replacement or repaired disk(s) from the 
manufacturer of your computer, at its option, by sending the manufacturer your request stating the nature of the 
problem, plus a copy of your dated receipt for the computer on which the Software was installed, prior to the expiration 
of the warranty period. 

8.2 If you identify a defect after the warranty period, Intuit may make a replacement disk(s) available if you send to Intuit: 
your replacement request, the defective disk(s), and a cheque made payable to "Intuit Limited" in the applicable 
amount plus applicable tax. You can obtain the then current cost for replacement disks by contacting Intuit as set forth 
in Section 11.2. For all orders shipped within the United Kingdom, please add any applicable sales tax as well as tax on 
shipping and handling based on your shipping address. Any request for the replacement of defective disk(s) (with the 
items identified in this Section 8.2) must be sent to Intuit as set forth at Section 11.3. 

8.3 THIS SECTION 8 SETS FORTH INTUIT'S ENTIRE LIABILITY AND YOUR EXCLUSIVE REMEDIES IN THE EVENT OF YOUR 
DISSATISFACTION WITH THE SOFTWARE, DEFECTIVE DISKS, OR SERVICES PROVIDED AS PART OF OR IN 
CONNECTION WITH THE SOFTWARE. 

9.0 Limited Warranty and Disclaimers 

9.1 EXCEPT AS EXPRESSLY PROVIDED IN THIS AGREEMENT AND TO THE MAXIMUM EXTENT PERMITTED BY 
APPLICABLE LAWS, THE SOFTWARE, PAYROLL SERVICE, ANY RELATED DOCUMENTATION, MATERIALS, AND 
SERVICES PROVIDED TO YOU IN CONNECTION WITH THE SOFTWARE AND/OR PAYROLL SERVICE, ARE PROVIDED 
"AS-IS" AND YOU ACCEPT THE ENTIRE RISK AS TO THEIR QUALITY AND PERFORMANCE. 

9.2 TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, INTUIT, ITS AFFILIATED COMPANIES, AND THEIR 
LICENSORS DISCLAIM ALL OTHER REPRESENTATIONS (UNLESS FRAUDULENT), WARRANTIES, TERMS AND 
CONDITIONS, WHETHER EXPRESS OR IMPLIED BY STATUTE, COLLATERALLY, THE PARTIES COURSE OF DEALINGS 
OR OTHERWISE, REGARDING THE SOFTWARE, PAYROLL SERVICE, DISK(S), RELATED DOCUMENTATION, AND 
OTHER MATERIALS AND SERVICES, INCLUDING THEIR FITNESS FOR A PARTICULAR PURPOSE, SATISFACTORY 
QUALITY, MERCHANTABLE QUALITY, OR NONINFRINGEMENT. 

9.3 INTUIT DOES NOT WARRANT THAT THE SOFTWARE, PAYROLL SERVICE, OR ANY RELATED SERVICE THERETO, OR 
CONTENT SHALL PERFORM OR BE ERROR FREE OR WITHOUT INTERRUPTION, OR THAT IT IS FREE FROM BUGS, 
VIRUSES, ERRORS, OR OTHER PROGRAM LIMITATIONS, NOR DOES INTUIT WARRANT ACCESS TO THE INTERNET 
OR ANY OTHER SERVICE INCLUDING THIRD PARTY SERVICES TO WHICH YOU MAY CONNECT THROUGH THE 
SOFTWARE AND/OR PAYROLL SERVICE. 

9.4 TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAWS, NO ORAL OR WRITTEN INFORMATION OR ADVICE 
GIVEN BY INTUIT AND ITS LICENSORS, THEIR RESPECTIVE EMPLOYEES, DISTRIBUTORS, DEALERS OR AGENTS 
SHALL INCREASE THE SCOPE OF THE ABOVE REPRESENTATIONS, WARRANTIES OR CONDITIONS, OR CREATE ANY 
NEW REPRESENTATIONS, WARRANTIES, TERMS OR CONDITIONS IN CONNECTION WITH THE SOFTWARE OR 
PAYROLL SERVICE, OR ANY SERVICE RELATED THERETO. 

9.5 INTUIT MAKES NO REPRESENTATIONS OR WARRANTIES REGARDING ANY THIRD PARTY CONTENT, EVEN IF 
ACCESSED THROUGH THE SOFTWARE BY MEANS OF A LINK OR OTHERWISE, INCLUDING WITHOUT LIMITATION 
ANY REPRESENTATIONS OR WARRANTIES REGARDING THE OWNERSHIP OR FUNCTIONALITY OF SUCH CONTENT. 

9.6 SOME JURISDICTIONS MAY NOT ALLOW THE EXCLUSION OF IMPLIED WARRANTIES, TERMS OR CONDITIONS, SO 
THE ABOVE EXCLUSIONS MAY NOT APPLY TO YOU. IN THAT EVENT, TO THE EXTENT YOUR JURISDICTION 
PERMITS SUCH LIMITATIONS, ANY IMPLIED WARRANTIES, TERMS OR CONDITIONS ARE LIMITED IN DURATION 
TO SIXTY (60) DAYS FROM THE DATE YOU PURCHASED THE SOFTWARE, PAYROLL SERVICE, OR SERVICES (AS 
APPLICABLE) OR TO THE SHORTEST PERIOD PERMITTED BY APPLICABLE LAW, IF LONGER. THIS WARRANTY GIVES 
YOU SPECIFIC LEGAL RIGHTS, AND YOU MAY HAVE OTHER RIGHTS AS WELL, WHICH VARY ACCORDING TO 
JURISDICTION. 



10.0 Limitation of Liability and Damages 

10.1 

(a) NOTHING IN THIS AGREEMENT SHALL LIMIT OR EXCLUDE INTUITS LIABILITY UNDER SECTION 12 OF THE 
SALE OF GOODS ACT 1979 OR SECTION 2 OF THE SUPPLY OF GOODS AND SERVICES ACT 1982, FOR 
FRAUDULENT MISSTATEMENT OR FOR DEATH OR PERSONAL INJURY CAUSED BY ITS NEGLIGENCE. 

(b) THE ENTIRE AND SOLE LIABILITY OF INTUIT, AND ITS SUBSIDIARIES, AFFILIATES, LICENSORS, PARTICIPATING 
FINANCIAL INSTITUTIONS, THIRD-PARTY CONTENT OR SERVICE PROVIDERS, DISTRIBUTORS, DEALERS OR 
SUPPLIERS ("REPRESENTATIVES") FOR ANY REASON SHALL BE LIMITED TO THE GREATER OF (i) THE AMOUNT 
PAID BY YOU TO INTUIT OR ITS AUTHORIZED RESELLER FOR THE SOFTWARE OR SERVICES IN RELATION TO 
WHICH THE CLAIM ARISES OR (ii) THE MINIMUM AMOUNT PERMITTED BY APPLICABLE LAWS. 

(c) TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAWS, INTUIT AND ITS REPRESENTATIVES ARE NOT 
LIABLE FOR ANY LOSS OF PROFITS OR INDIRECT, SPECIAL, INCIDENTAL, OR CONSEQUENTIAL DAMAGES 
(INCLUDING, BUT NOT LIMITED TO, DAMAGES FOR LOSS OF BUSINESS, BUSINESS INTERRUPTION, LOSS OF 
INVESTMENT, OR THE LIKE), WHETHER BASED ON BREACH OF CONTRACT, BREACH OF WARRANTY, TORT 
(INCLUDING NEGLIGENCE), PRODUCT LIABILITY OR OTHERWISE, EVEN IF INTUIT OR ITS REPRESENTATIVES 
HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, AND EVEN IF A REMEDY SET FORTH HEREIN IS 
FOUND TO HAVE FAILED OF ITS ESSENTIAL PURPOSE. 

10.2 The limitations of liability set forth above are fundamental elements of the basis of the bargain between Intuit and you. 
You acknowledge that Intuit would not be able to have provided the Software, Payroll Service and/or the related services 
and materials without such limitations. 

11.0 Notice and Returns 

11.1 Notification by Intuit to You : Notifications from Intuit concerning the Software and Payroll Service (e.g. availability of 
an update or error correction) and/or this Agreement will be, in Intuit's discretion, made via the Web site 
www.quickbooks.co.uk , e-mail, post, and/or telephone. To provide notice, Intuit will use the contact and/or registration 
information (if any) which you provided to Intuit. To ensure that you receive notices timely, you agree that it is your 
sole responsibility to promptly notify Intuit of any change to your contact and/or registration information. 

11.2 Notification by You to Intuit : Any notification to be provided by you to Intuit under this Agreement, or questions 
concerning the Software or Payroll Service, must be made by one of the following means: 

(a) an e-mail sent to uksales@intuit.com; 

(b) a letter mailed to Intuit Limited Service Centre, P.O. Box 4944, Twyford, Reading RG10 9BF; 

(c) a letter faxed to Intuit Service Centre to the following telephone number: 0845 601 IS 71; or 

(d) a telephone call to 0800 58 50 58. 

1 1 .3 Address for Product Returns : All product returns under this Agreement must be sent via registered mail to: Intuit Limited 
Service Centre, P.O. Box 4944, Twyford, Reading RG10 9BF. 

11.4 Address for Contacting Intuit : If you have any questions concerning this Agreement, you may contact Intuit by writing 
to: Intuit Limited Service Centre, P.O. Box 4944, Twyford, Reading RG10 9BF, Attn: Legal Department. 

12.0 Termination 

This Agreement may be terminated by Intuit immediately upon notice if you fail to comply with any term or condition 
of this Agreement. Any termination under this Section 12 will result in the automatic termination of your subscription 
to Payroll Service (if applicable) without refund. Upon such termination, you must immediately return to Intuit the 
Software and all other materials provided to you under this Agreement, as well as destroy any complete and/or partial 
copies of the Software, including all backup copies and all other materials. 

13.0 General Provisions 

13.1 In the event of a conflict between this Agreement and the software licence agreement included in the manual you 
receive in connection with the initial shipment of Software to you, the terms and conditions of this Agreement shall 
control. This Agreement does not limit any rights that Intuit may have under trade secret, copyright, patent, trademark 
or other laws. Your breach of this Agreement may subject you to civil and criminal liability. The Representatives are not 
authorized to make modifications to this Agreement, or to make any additional representations, commitments, or 
warranties binding on Intuit, unless such are in writing and signed by an officer of Intuit. Accordingly, such additional 
statements by Representatives should not be considered binding on Intuit and you should not rely upon such 
statements. If any provision of this Agreement is invalid or unenforceable under applicable law, then that provision will 
be deemed, to the extent necessary, amended or omitted, and the remaining provisions will continue in full force and 
effect. The validity and performance of this Agreement shall be governed by the laws of England and Wales (without 
reference to conflicts or choice of law principles), and you agree to submit to the non-exclusive jurisdiction of the 
English courts with respect to any dispute arising under this Agreement. Notwithstanding the foregoing, copyright and 
trademark matters related to this Agreement, the Software and/or Payroll Service are covered by the laws of the United 
Kingdom and international treaties. To the maximum extent permitted by applicable laws, Intuit accepts no 
responsibility for acts or omissions beyond its reasonable control. The provisions of Section 1, 5.6, 6, 8, 9 and 10 shall 
survive termination of this Agreement for whatever cause. 

13.2 The Software may contain dated information. In using the Software, you understand that it may not include all the 
information or the most current information relevant to your particular needs or situation. 
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14.0 Export Restrictions 

You acknowledge and agree that the Software is subject to restrictions and controls imposed by applicable laws 
(including the United States Export Administration Act and Export Administration Regulations) (collectively, the 
"Acts"), and may be subject to the export laws of other countries. You agree and certify that neither the Software or 
Payroll Service, nor any part or direct product thereof is being or will be acquired, shipped, transferred or exported, 
directly or indirectly, outside the United Kingdom (other than to the United States) or is being or will be used for any 
purpose prohibited by the Acts; provided, however, that any person may travel to countries not prohibited by the Acts 
for a period of three months with the Software when it is installed on their personal computer and not otherwise used or 
transferred in violation of the Acts. 

15.0 Privacy Policy 

Intuit gathers certain end user information and personal data from its customers. Intuit adheres to all applicable laws 
governing the protection of any individual personal data provided to Intuit in connection with the use of Intuit 
products/services. Please go to http://ww.quickbooks.co.uk/privacy.html to review Intuit's current privacy policy in full. 
The privacy policy is subject to change without notice. 

16.0 Trademarks 

Intuit, the Intuit Logo, MacInTax, Quicken, QuickBooks, and Qcard are registered trademarks or service marks of Intuit 
Inc. or one of its subsidiaries. Business Cash Finder, EasyStep, QuickBooks.co.uk, QuickBooks Payroll Service, 
QuickBooks Pro, QuickBooks Pro Payroll Service, Quicken.co.uk, Quicken Insuremarket, QuickenMortgage, QuickTax, 
QuickTax Deluxe, QuickTax ProSeries, and QuickZoom, among others, are trademarks or service marks of Intuit, Intuit 
Inc. or one of its subsidiaries. 

Any other product names, marks, symbols, trade names, company names and/or logos which appear within this 
product are the property of their respective owners and appear through the courtesy of such owners. Such marks are 
protected by English laws on trademark and unfair competition and may also be registered in the United Kingdom, 
Office of Harmonisation of the Internal Market, and/or in the U.S. Patent and Trademark Office. 
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Hardware and 2 
software 
requirements 

Installing 3 
QuickBooks for 
the first time 

Upgrading from 6 
earlier versions 
of QuickBooks 

Welcome to QuickBooks! This chapter helps you 
install your new software on your computer and 
start using it. 



The User's Guide covers both QuickBooks 2002 and QuickBooks 
2002 Pro. When it says "QuickBooks," it usually means either 
program. When there is an important distinction between 
QuickBooks and QuickBooks Pro, it's noted in the text. 




If you used the "foreign sales" feature in QuickBooks 
8.0, be sure to read important installation information on 
page 10 before you upgrade to QuickBooks 2002. 




If you've been using Quicken as your accounting 
software, turn to "Converting data from Quicken" on 



page 16 for installation instructions. 



Hardware and software requirements 

To use QuickBooks 2002, you need the following: 

■ An IBM-compatible computer with a Pentium or compatible processor. A 200 
MHz (megahertz) Pentium or better is required; a 350 MHz Pentium II is 
recommended. 

■ A minimum of 48 MB (megabytes) of RAM (random access memory); 64 MB 
or more is recommended. 

■ A hard disk with this much free disk space: 



To install... 


in QuickBooks 
you need 


in QuickBooks 
Pro you need 


QuickBooks 


145 MB 


145 MB 


the Timer 


N/A 


10 MB 


Microsoft Internet Explorer 5.5 


70 MB 


70 MB 


Adobe Acrobat Reader 4.0 


10 MB 


10 MB 



A 2x (double-speed) CD-ROM drive. 

A sound card, if you want to use the sound features. 

A VGA (or better) video card and monitor; a display system capable of at least 
256 colours with a screen resolution of 800 x 600 (while using the Small Fonts 
option in your Display control panel) is recommended. 
Either Windows 95, 98, Me, 2000, NT 4.0 (with Service Pack 3, 4 or 6a) or XP. 
If you are using Windows 2000 and more than one person will be using 
QuickBooks, all Windows users must be set to Standard Users (Power Users 
Group) or above, or QuickBooks will not run properly. 

A printer supported by your operating system, if you plan to print from Quick- 
Books. 

Microsoft® Word 97, 2000, or 2002 or Microsoft® Excel 97, 2000, or 2002, if 

you plan to use the features that integrate with Microsoft Word or Microsoft 

Excel. (Having more RAM is strongly recommended.) 

Microsoft® Outlook 97, 98, 2000, or 2002; ACT! version 3.08 or4.02; or 

Interact 2000, if you plan to synchronise QuickBooks Pro with your contact 

manager. (Having more RAM is strongly recommended.) 

An Internet connection and an account with an Internet Service Provider 

(ISP), if you plan to use QuickBooks' online features or download updates or 

payroll tax tables. 

a MAPI-compliant e-mail program (such as Microsoft Outlook but not 
Microsoft Outlook Express) if you plan to e-mail sales forms to your 
customers. (Having more RAM is strongly recommended.) 
If you intend to use QuickBooks over a computer network, see "Setting up 
multiple-user networking in QuickBooks Pro" on page 107 for hardware 
requirements and installation information. 
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Installing QuickBooks for the first time 



This section is only for new users. 

If you are upgrading from an earlier version of QuickBooks, see"Upgrading 
from earlier versions of QuickBooks" on page 6. 

If you are converting to QuickBooks from Quicken, see "Converting data from 
Quicken" on page 16. 



Installing QuickBooks 

Note: To use QuickBooks 2002, you must have Microsoft® Internet Explorer 5.5 (or later) 

installed on your computer even if you do not have an Internet connection. If you don't 
have Internet Explorer 5.5, QuickBooks installs it for you. 

If you have an earlier version of Internet Explorer, QuickBooks upgrades it to version 
5.5. If you have a browser other than Internet Explorer installed, the Installer does not 
affect it as it installs Internet Explorer 5.5. 

1 Shut down all running programs and any virus protection software you may 
have. (Some virus protection software can interfere with the Installer.) 

2 Insert the QuickBooks CD into your computer's CD-ROM drive. The Installer 
should start by itself in a few moments. 

■ If the Installer doesn't start automatically, from the Windows Start menu, 
select Run. Type the drive letter associated with your CD-ROM drive, 
then type :\autorun.exe and click OK (for example, d:\autorun.exe). 

3 In the Installation window, click Install QuickBooks 2002. 

4 In the Installation Key Code window, type your Installation Key Code, then 
click Next. 

You can find your Installation Key Code on the back of your QuickStart 
Guide, on the envelope your QuickBooks CD came in, or on a card in your 
QuickBooks box. 

■ If your Installation Key Code is missing or illegible, call Intuit (see 
page 242). To replace your Installation Key Code, you will need to 
provide proof of purchase. 



If you have purchased several copies of QuickBooks Pro to network, 
install each with its own unique Installation Key Code. 

However, if you purchased a 5-User Value Pack, each user should use the same 
Installation Key Code that came with the Value Pack. 

It's a good idea to write your installation Key Code on the inside cover of your 
QuickStart Guide or User's Guide in case the sticker comes off. 
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5 In the Choose a Setup Type window, choose either 

■ Express: To install QuickBooks in the default folder (usually c:\Program 
Files\Intuit\QuickBooks) or, if you're upgrading, to the directory where 
QuickBooks was previously installed (such as c:\qbooksw). 

■ Custom: To specify a folder other than the default to install QuickBooks. 

6 Click Next. The End User License Agreement window appears. 

7 Select Accept after reading the agreement, then click Next. The Start Copying 
Files window appears. 

8 In the Start Copying Files window, click Next. The installer begins installing 
QuickBooks. 

Once the QuickBooks installation is complete, the Setup Complete window 
appears. 

9 in the Setup Complete window, click Restart. 

When your computer has restarted, you can install other components like the 
Timer (a separate program included with QuickBooks Pro that tracks 
employee and subcontractor time). 

Tip: To start QuickBooks, double-click the QuickBooks icon on your desktop, or, from the 
Start menu, choose the QuickBooks program group, then QuickBooks. 

When QuickBooks opens, the licence agreement appears. Read the agreement if you 
didn't during installation, then click Yes. 




To learn about. 



Search the Help index for. 



New features in QuickBooks 2002 new features 



Registering QuickBooks 

You can use QuickBooks up to 15 times without registering. After your 15th use, 
you must register to continue using QuickBooks. We encourage you to register 
early. Registration entitles you to many benefits such as updates and special offers. 

Note: If you are not satisfied with QuickBooks, you have 60 days with which to return it for a 
refund. Once you register QuickBooks, however, you cannot get a refund. 

QuickBooks will remind you to register occasionally as you work. If you decide not 
to register when you get the registration message, click Remind Me Later. You can 

register, 

■ Online: Open your company file, and then from the File menu, choose 

Register QuickBooks. In the Product Registration window, click Online and 
follow the directions on your screen. If this is the first time you are connecting 
to the Internet via QuickBooks, QuickBooks helps you set up your Internet 
connection. See "To Set up an Internet connection:" on page 84 for more 
details. 
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■ By phone: Open your company file, and then from the File menu, choose 
Register QuickBooks. Then ring the QuickBooks registration line. 



Tip: Write down your registration number on the inside cover of your QuickStart Guide or 
User's Guide. You will need it if you call technical support, or if you apply for the Quick- 
Books Payroll Service. To see your registration number, choose About QuickBooks 
from the Help menu. 

If you're using several copies of QuickBooks Pro on a network, you must register each 
copy separately with a unique registration number. 



To learn about. 



Search the Help index for. 



Registering QuickBooks registration 



Going on from here 

After installing the software, you are ready to set your company up in QuickBooks. 
The EasyStep Interview asks you simple questions about how your business works 
to walk you through the process. To determine what information you need to 
collect in order to complete the EasyStep Interview, turn to "Setting up a new 
company" on page 43. 

To learn more about setting up and using important features of QuickBooks, see 
"QuickBooks basics" on page 91. 

QuickBooks file types 

QuickBooks uses several types of files. Here are some of the more common ones: 

■ .QBW: Company files. 

■ .QBB: Backups of company files. 

■ .QBX: A compressed version of an Accountant's Review copy of your 
company file. See "Exporting data for your accountant (Accountant's 
Review)" on page 30. 

■ .QBA: An Accountant's Review copy of your company file that's not 
compressed (that is, what your accountant gets when he or she opens the 
.QBX file you provided). 

■ .AIF: A special file containing the changes your accountant made to your 
company's books in the .QBX file that you provided. You merge the infor- 
mation from this file back into your regular company file (.QBW). 

If for some reason you can't locate your company file (.QBW), you can use the 
Windows search feature to help you find it. 
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To search for your company file: 

1 From the Windows Start button, select Search (or Find, depending on your 
version of Windows), then choose For Files or Folders. 

2 In the Search Results window, type *.QBW in the "Search for files or folders 
named" field. 

The asterisk symbol (SHIFT+8) acts as a substitute for zero or more characters. 

3 Choose a drive or folder in the "Look in" field. 

4 Click Search Now or Find Now. 

If you need to reinstall QuickBooks 

You may need to reinstall QuickBooks if you have a computer problem or if you 
suspect that QuickBooks has been damaged. Reinstalling QuickBooks does not 
affect your company data in any way. 

Reinstall QuickBooks the same way you installed it (see "Installing QuickBooks" 
on page 3). When the Installer asks for your Installation Key Code, enter the same 
code you used to install QuickBooks the first time. You do not need to register 
QuickBooks again unless you moved it to a different computer. 

When the Installer finishes, QuickBooks looks for data files in its own directory. If 
your data files are in a different place, use the Open Company command to tell 
QuickBooks where to find your data. 

Note: If you installed a maintenance release for QuickBooks 2002 and then reinstalled the 
QuickBooks 2002, you must also reinstall the maintenance release before you can 
work with your company file. 



Upgrading from earlier versions of 
QuickBooks 

Install Terms Explained 

Throughout the installation process, we've used some terms that can be a bit 
confusing. To help you understand these terms better, we've explained some of 
the terms below. 

■ Upgrade: The process by which you promote an earlier version of QuickBooks 
to a newer version. For example, if you currently have QuickBooks 2000 and 
you bought QuickBooks 2002, you would be upgrading to the QuickBooks 
2002 version. 

■ Update: 1) (noun) A newer release of the version of QuickBooks that you're 
currently using. Updates are also referred to as a maintenance releases or 
patches as they typically contain bug fixes. 2) (verb) The process of updating 
the format of an existing company file so that it can be opened with a newer 
version of QuickBooks. 
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■ Version (v): An annual release of QuickBooks which is available through 
retail stores. These versions include enhancements and sometimes new 
features. (For example, QuickBooks version, 6.0, 2000, 2001, 2002, etc.) 

■ Maintenance release (R): Also called a patch or an update. A minor revision 
of QuickBooks that you can download or install over your existing version of 
QuickBooks. Maintenance releases are available throughout the year and can 
include bug fixes, the latest payroll or legal requirements, and feature addi- 
tions. 

When Intuit publishes a maintenance release, a number is associated with it 
(for example, R4, R5 etc.). This number is important when it comes time to 
install a newer version of QuickBooks, as it is a way for the Installer to 
determine which maintenance releases you installed in your previous version 
of QuickBooks. 

Which install instructions do I use? 

The upgrade procedure you need to follow is different depending on which 
version of QuickBooks you have installed. Follow the instructions in the sections 
that apply to you. 

■ "Versions later than QuickBooks 5.0 Rll" on page 8 

■ "Versions earlier than QuickBooks 5.0 Rll" on page 12 

To tell what version of QuickBooks you have: 

1 Start QuickBooks and open your company file. 

2 Press and hold the CTRL key, then also press 1 (the "1" above the letter "Q" 
on your keyboard, not the "1" on the keypad on the right). 

3 Read the Product line. It tells you what version of the product you have, what 
release you have ("R"). 

QuickBooks 2002 Pro can read and update all data created with earlier versions of 
QuickBooks (standard), with the exception of data involving foreign sales. (If you 
used this feature, see page 10 for important information.) However, QuickBooks 
2002 (standard) cannot read some Pro-only data (such as estimates and progress 
invoices) created in earlier versions of QuickBooks Pro. 
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What happens when you upgrade 



When you install QuickBooks 2002, the Installer searches for an older version of 
QuickBooks on your hard disk. If it finds one, the directory containing the older 
version becomes the directory for your new software unless you change it. 

That means that QuickBooks 2002 will replace your older version of 
QuickBooks unless you specify a different directory during the installation. 



Before you upgrade to QuickBooks 2002, you should: 

1 Back up your company file to a set of new floppy disks (or your usual 
backup media). Ensure that all disks are labelled correctly and kept in a safe 
place in case you need them later. Do not overwrite this backup. 

For instructions on making a backup, see the instructions that came with 
your earlier version of QuickBooks. 

2 Verify your company file. 

To verify data in most versions of QuickBooks, from the File menu, select 
Utilities, then Verify. In earlier versions of QuickBooks, see your documen- 
tation for instructions. 

3 Create and print a Trial Balance for your company. For instructions on 
printing a Trial Balance, see the instructions that came with your earlier 
version of QuickBooks. 

When you finish upgrading your software to QuickBooks 2002, create and 
print a second Trial Balance. Compare the two reports to confirm that all 
your accounts converted correctly. 



Versions later than QuickBooks 5.0 R1 1 

QuickBooks 2002 can directly update company files created with QuickBooks 
version 5.0 Rll or later. If you have several copies of QuickBooks Pro using a 
company file shared on a network, you'll need to upgrade each one to a unique 
copy of QuickBooks 2002. 

Note: If you used the "foreign sales" feature in QuickBooks 8.0, please read important update 
information on page 10. 

To upgrade to QuickBooks 2002: 

1 Install QuickBooks 2002 according to the instructions on page 3. 

2 When the Installer finishes, you are prompted to restart your computer. Click 
Restart. 

3 When your computer restarts, open QuickBooks 2002 by double-clicking the 
QuickBooks icon on your desktop. 

4 QuickBooks 2002 looks for an existing company file to open. 

When QuickBooks detects that your company file was created using an earlier 
version of QuickBooks, the Update Utility is opened. This utility updates the 
format of your company file so that it can be opened in QuickBooks 2002. 
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■ If it can't find your existing company file, on the startup screen, select 
Open an existing company, then click OK. 

■ Now navigate to your company file, select it, and click Open. 

5 On the Update Company File to New Version window, type Yes and click OK 
to begin the process of updating your company file to QuickBooks 2002. 
Some company files may require rebuilding of the data after updating to 
QuickBooks 2002. This process can take more than 30 minutes, depending on 
the size of your company file. 

6 On the Backup Company File window, do the following: 

■ In the Name field, keep the default name or type a new name for the 
backup file. 

■ If you do not want to save your backup file to the default location, click 
Browse to navigate to another location. 

■ Click Backup. To open this backup file later, you'll need to use the 
Restore feature. 

QuickBooks begins updating your company file and makes a backup file in 
the location you specified. If you have a large company file, this process may 
take some time. Don't interrupt QuickBooks or shut down your computer 
until the process is complete. 

If the update process fails, try the procedure on page 13 to correct the 
problem, or contact Technical Support (see page 242) for assistance. 

7 When the conversion finishes, click OK. The Update Utility closes. 

8 You may want to verify your data: 

■ From the Window menu, select Close All. 

■ From the File menu, select Utilities, then Verify Data. If a problem is 
detected, follow the onscreen instructions or contact Technical Support 
(see page 242). 

■ If verifying detects a problem, follow the onscreen instructions or contact 
Technical Support (see page 242). 

9 Register QuickBooks 2002 according to the instructions on page 4. 

To update a backup of your company file to QuickBooks 2002: 

1 Install QuickBooks 2002 according to the instructions on page 3. 

2 When the Installer finishes, you're prompted to restart your computer. Click 
Restart. 

3 When your computer restarts, open QuickBooks 2002 by double-clicking the 
QuickBooks icon on your desktop. 

4 On the File menu, click Restore. The Restore Company Backup window 
appears. 

5 Make any necessary changes, then click Restore. When the file is restored, the 
QuickBooks Update Utility opens. 
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6 On the Update File to New Version window, type Yes and click OK to begin 
the process of updating your company file to QuickBooks 2002. 

Some company files may require rebuilding of the data after updating to 
QuickBooks 2002. This process can take more than 30 minutes depending on 
the size of your company file. 

QuickBooks begins updating your company file. If you have a large company 
file, this process may take some time. Don't interrupt QuickBooks or shut 
down your computer until the process is complete. 
If the update process fails, try the procedure on page 13 to correct the 
problem, or contact Technical Support (see page 242) for assistance. 

7 When the conversion finishes, click OK. The Update Utility closes. 

8 You may want to verify your data: 

■ From the Window menu, select Close All. 

■ From the File menu, select Utilities, then choose Verify Data. If a problem 
is detected, follow the onscreen instructions or contact Technical Support 
(see page 242). 

■ If verifying detects a problem, follow the onscreen instructions or contact 
Technical Support (see page 242). 

9 When the conversion finishes, click OK. The Update Utility closes. 

1 0 Register QuickBooks 2002 according to the instructions on page 4. 

If you used foreign sales in QuickBooks 8.0 

The foreign sales feature available in QuickBooks 8.0 has been upgraded to a true 
multicurrency system in QuickBooks 2002 Pro. Although foreign sales appeared in 
a foreign currency on your sales forms, they were actually recorded in your home 
currency. For this reason, QuickBooks 2002 Pro cannot directly convert foreign 
sale transactions into multicurrency transactions. 

Note: The Multicurrency feature is only available in QuickBooks 2002 Pro. 

When you update your company file to QuickBooks 2002 Pro, 

■ Foreign sales transactions with open balances become due in your home 
currency, but are in no way changed. Your home currency is determined by 
the regional settings on your PC. 

■ All existing customers appear as home currency customers as foreign currency 
preferences cannot be carried over. If you want to continue doing business 
with these customers in their foreign currencies, you'll need to set up addi- 
tional customer profiles for them in those foreign currencies (see "Create 
foreign customers and suppliers" on page 137). 

When you upgrade to QuickBooks 2002 Pro, QuickBooks adds the name of the 
currency associated with the foreign customer and the currency's exchange rate to 
the Memo field in all sales forms involving foreign transactions (Cash Sales, 
Estimates, Invoices, and Credit Memos/Refunds). When it comes time to set up 
your existing foreign customers in QuickBooks 2002 Pro, look in the Memo field 
of these forms if you can't remember the currency they prefer. 
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The following steps outline what you need to do to set up your foreign customers 
after upgrading your company file to QuickBooks 2002 Pro. Turn to "Doing 
business internationally" on page 133 for more information on foreign 
currencies. 



Step Procedure 

1 In QuickBooks 2002 Pro, turn the multicurrency feature on, and 
select the same home currency that was selected in QuickBooks 
8.0. (By default, the multicurrency feature is turned off.) See 
page 135 for more detailed instructions. 

2 For each foreign customer you had in QuickBooks 8.0, set up a 
second profile for him or her with the correct currency selected. 
(You'll need to enter a name which is slightly different than the 
the original.) This means that you will have two profiles for for- 
eign customers: one with its currency set to the home currency 
and the balance imported from QuickBooks 8.0, and the other 
with a foreign currency (set up by you). See page 137 for detailed 
instructions on setting up foreign customers. 

3 Receive payments on open invoices against the customer's 
"home currency" profile. 

When all outstanding payments have been received, you can 
change the status of this profile to inactive. Because you have 
transactions for this customer, you cannot delete him or her 
from your company file. Setting the profile to inactive hides it in 
your CustomenJob list and in forms (see "inactive, list entries" 
in the online help for more detailed instructions). 

4 Create new invoices using the customer profile in the foreign 
currency. That way, all new transactions will be recorded in the 
currency assigned to the customer. For example, if you create a 
Dutch customer, the transactions will be recorded in Guilder. 



To learn about... 

multicurrency 
turning multicurrency on 
setting customers as inactive 
creating foreign customers 



Search the Help index for... 

multicurrency, about 

multicurrency, setting up in QuickBooks 

inactive, list entries 

multicurrency, setting up foreign cust. 
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Versions earlier than QuickBooks 5.0 R1 1 



A company file that was created using a version of QuickBooks earlier than 5.0 Rl 1 
can't be directly updated to QuickBooks 2002; it requires a two-part update. First, 
QuickBooks updates your company file to an intermediate version (between your 
current version and QuickBooks 2002), and once it has done that, it updates your 
company file to the QuickBooks 2002 format. 

To upgrade to QuickBooks 2002: 

1 Install QuickBooks 2002 according to the instructions on page 3. 

2 When the Installer finishes, you're prompted to restart your computer. Click 
Restart. 

3 When your computer restarts, open QuickBooks 2002 by double-clicking the 
QuickBooks icon on your desktop. 

4 QuickBooks 2002 looks for an existing company file to open. 

■ If it can't find your existing company file, in the Welcome screen, select 
Open an existing company, then click OK. 

■ Now navigate to your company file, select it, and click Open. 

5 In the Update Company File to New Version window, click Start Update. 

QuickBooks 2002 reduces in size and moves to the right, and the first update 
version of QuickBooks opens on the left. 

6 From the QuickBooks Information window on the left, click OK to create a 
backup of your company file. The Backup Company to window appears. 

7 Do the following: 

■ In the Name field, keep the default name or type a new name for the 
backup file. 

■ If you do not want to save your backup file to the default location, click 
Browse to navigate to another location. 

■ Click OK. (This backup file can only be used in the older version of Quick- 
Books. QuickBooks 2002 will not be able to open it.) 

QuickBooks begins updating your company file and makes a backup file in the 
folder you specified. If you have a large company file, this process may take 
some time. Don't interrupt QuickBooks or shut down your computer until the 
process is complete. 



Do not attempt to make any changes to your company file at this 
time. Doing this could corrupt the file. 



If the update process fails, try the procedure on page 13 to correct the 
problem, or contact Technical Support (see page 242) for assistance. 
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8 When your company file has been updated to the initial version of Quick- 
Books, close the company file by selecting Close Company from the File 
menu. 

If the File menu is unavailable, QuickBooks hasn't finished doing the initial 
update. Try again when the File menu is available. 

9 Click Next in the Update Company File to New Version window that appears 
in the QuickBooks 2002 window on the right. The initial update version of 
QuickBooks closes and QuickBooks 2002 expands to fill your screen. 

1 0 In the Update File to New Version window, type Yes and click OK to begin 
updating the company file to QuickBooks 2002. 

1 1 Register QuickBooks 2002 according to the instructions on see page 4. 

If an update problem occurs 

If your attempt to update your company file from an older version of QuickBooks 
fails, this procedure may correct the problem. If it is not successful, contact 
Technical Support (see page 242). 

1 Reinstall your older version of QuickBooks into a completely new directory. 

2 Install any maintenance release (s) available for the earlier version of Quick- 
Books that you were using. 

3 Start the earlier version of QuickBooks, then restore the backup you made of 
your company file while attempting to update to your new version of Quick- 
Books. (See the documentation that came with your earlier version of Quick- 
Books for instructions on restoring a backup.) 

4 From the Window menu, select Close All. 

5 Start the Rebuild utility. (In many versions of QuickBooks, from the File 
menu, select Utilities, then Rebuild to start the Rebuild utility. In early 
versions of QuickBooks, see your documentation for instructions.). 

/|\ You'll be asked to create several backups in this process. Do not 

/ • \ overwrite the existing backups you have or the new ones you make! 

Instead, use a new set of floppy disks for each backup (if you are backing up to 
your floppy drive) or give each backup a different name that you will remem- 
ber (if you are backing up to your hard drive). 



6 When the rebuild completes successfully, back up the rebuilt file. 

7 Exit from the older version of QuickBooks. (You can uninstall the older 
version of QuickBooks now, if you want.) 

8 Reinstall QuickBooks 2002 into the directory where you first installed it (see 
page 3 for installation instructions). 
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9 When the Installer finishes, double-click the QuickBooks icon on your 
desktop to start your new software. 

■ If the Welcome screen appears, click Cancel. 

1 0 From the File menu, choose Restore. 

1 1 Navigate to the backup of your rebuilt company file (which you created in 
Step 5), select it, then click Open. 

1 2 Follow the instructions on your screen to restore and update your company 
file. If you are still having difficulties, call Technical Support (see page 242). 
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Chapter 2 



How do I bring my 
data into 
QuickBooks? 



Importing and 
exporting 



Converting data 16 
from Quicken 

Importing from / 27 
exporting to 
other software 

Exporting data 30 

for your 

accountant 

(Accountant's 

Review) 



Congratulations on your decision to move to 
QuickBooks! Soon, you'll be managing your 
business more easily and efficiently. But now you 
need to convert your data from your former 
accounting software. In this chapter, you'll find 
information about moving information to 
QuickBooks. 
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Converting data from Quicken 



This section explains how to convert your Quicken data to QuickBooks data and 
some of the differences between the two programs. After you finish converting, 
you'll want to make some adjustments to your new QuickBooks company to take 
advantage of the QuickBooks features that Quicken does not offer. 



Before you convert, back up your Quicken data file. 

If you plan to continue using Quicken with this data (for example, if you have 
both business and personal data in your Quicken file), make a copy of the 
Quicken file before you make changes. For instructions on backing up a 
Quicken file, see the documentation that came with your software. 

QuickBooks data files are not compatible with and cannot be converted back 
to Quicken data files. 



Do not uninstall Quicken before installing QuickBooks and converting to it. 

Preparing your Quicken data for conversion 

To make the transition to QuickBooks as smooth as possible, you may need to 
make some changes to your: 

■ Quicken Account list ■ Online banking accounts 

■ Memorised Transaction list ■ Names of customers on accounts 

receivable transactions 

Convert only the accounts you want to use in 
QuickBooks 

Before you convert to QuickBooks, delete all accounts in Quicken that you know 
you won't want in QuickBooks. (In QuickBooks, you can't delete accounts that 
have transactions, but, in Quicken, you can. So it's easier to delete the accounts 
that you don't need in QuickBooks before you convert your Quicken data.) 

Note: All transfers to and from the deleted accounts will be converted as transactions to your 
opening balance equity account to ensure that your accounts balance. 

You might want to delete accounts from your Quicken file in these situations: 

■ You have personal accounts as well as business accounts in your Quicken file. 

■ You have investment accounts in your Quicken file. 

If you do not delete your investment accounts, they will be converted to 
QuickBooks Other Current Asset accounts (because QuickBooks doesn't track 
investments like Quicken does). You can either: 
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■ Keep the QuickBooks Other Current Asset accounts as a way to include 
the value of your investments in your QuickBooks balance sheet. In this 
case, you should continue tracking your investments in Quicken and 
update the balance of your QuickBooks Other Current Asset accounts 
periodically. 

■ Or, delete the investment accounts from your Quicken file (so they are 
not brought into QuickBooks) and continue to track the investments in 
Quicken. (The investments still appear in the copy you made of your 
Quicken data.) 

Review your memorised and scheduled 
transactions 



If you have overdue scheduled transactions in your Quicken file, 
record them before you convert to QuickBooks. 

For example, print any cheques you have pending. 



If the QuickFill option for memorising all transactions is turned off in Quicken, 
QuickBooks converts both your memorised transactions and your scheduled 
transactions. 

On the other hand, if the option is turned on, QuickBooks converts only 
scheduled transactions and your transaction groups. It does not convert stand- 
alone memorised transactions. 

So, if you have memorised transactions in Quicken that you'd rather not retype in 
QuickBooks, you need to do one of two things: 

■ Turn off the QuickFill option for memorising all transactions in Quicken. If 
your list of memorised transactions is very long, you may want to delete the 
ones you won't need in QuickBooks. 

■ Or, put these transactions into a transaction group in Quicken. QuickBooks 
always converts transaction groups. After the conversion is complete, you can 
remove the memorised transactions from the group and use them as you did 
in Quicken. 

For information about transaction groups in Quicken, look in your Quicken 
documentation. 

Note: Memorised transactions from Quicken accounts payable will not work properly in 

QuickBooks accounts payable. You should delete these before you convert your data. 



To learn about. 



Search the Help index for. 



Transactions group in QuickBooks memorised transactions, grouping 

together 
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Make customer names consistent 



When you convert to QuickBooks, the names in your accounts receivable register 
become customers, and transactions become invoices and payments. If you 
accidentally used different names for the same customer in Quicken, QuickBooks 
can't link the customer's invoices and payments correctly. 

For example, if you have a customer listed as Dan Miller, D. Miller, and Daniel G. 
Miller, you should edit these names in Quicken before you convert so that the 
customer goes by only one name. 

If you use online banking 

In Quicken, you can bank online with participating financial institutions. 
However, online banking, at this time, is not supported in QuickBooks. An 
account that was online in Quicken will not be online in QuickBooks. When 
imported, the account will become a normal bank account in QuickBooks. 

Converting your Quicken file to QuickBooks 

When QuickBooks converts a Quicken data file, it doesn't change it in any way. 
Also, QuickBooks does not create any sort of link between your Quicken data and 
your new QuickBooks company. Instead, QuickBooks creates a completely new set 
of data files for you to use. 

Quicken 2001, 2000, and 98 for Windows 

QuickBooks can directly convert data from these products. 

1 If your Quicken file is protected with a password, start Quicken, and then 
remove the password. If you're not sure how, check the documentation that 
came with your Quicken software for instructions. 

2 Exit from Quicken, if it is running. 

3 Install QuickBooks 2002 according to the instructions on page 3. 

4 Open QuickBooks by double-clicking the QuickBooks icon on your desktop. 

5 From the File menu, select Utilities, then Convert from Quicken. 

6 Choose the Quicken file you want to convert, and click Open. 

7 Follow the instructions on your screen to convert your file. 

8 Register QuickBooks 2002. For instructions on registering QuickBooks, see 
page 4. 

Fine-tuning your data after converting to QuickBooks 

After you convert your data from Quicken, you may need to make some additional 
adjustments to it before you start using QuickBooks. 
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Edit your Other Names List 



At the end of the Quicken conversion, unless you use Quicken Deluxe, you are 
asked to choose which account you used for Accounts Receivable (A/R). 

As the conversion finishes, QuickBooks gives you a list of names to which you 
made payments but which you have not used in your accounts receivable 
account. This list may contain not only the names of customers, suppliers, and 
employees, but also descriptions such as "Deposit," "Transfer," and "Interest." 

You should change the names on the list to the correct type. (If you don't change 
them now, they remain on your Other Names list. You can change them later 
from the Other Names List. See instructions below. 

If you want to use QuickBooks accounts payable, be sure to move your Quicken 
payees (other than employees) from the Other Names List to the Suppliers List. For 
more information, see "Changing to QuickBooks accounts payable" on page 22. 



Once you change the type for a name, you cannot undo it. 

You can move names from the Other Names List to the Suppliers, Cus- 
tomer:Job, or Employee Lists. However, once moved, you cannot move a 
name again. If you're not sure whether to change a name now, it's best to 
leave it as is. 



To change types for names: 

1 From the Lists menu, choose Other Names List. 

2 In the Other Names List window, click the Activities menu button and select 
Change Other Names Type. 

3 In the Change Name Types window, click the corresponding column for each 
name you want to move. When all the names are ticked correctly, click OK. 



Change Name Types 



To change the name type for any names below, click the column for the new 
name type (Customer, Supplier, Employee) next to each name whose type you 
want to change. 

WARNING: Once you click OK to change the name type, you cannot undo the 
change. If you are not sure whether to change a name now, leave it as an 
Other Name. 



Help 



Name 


Customer 


Vendor 


Employee 


Other Name 




Bayshore Auto Service 




/ 








Bayshore Bagel Maven 




/ 








Company car 








/ 




Computers 








/ 




Interest earned 








./ 




Prior retained earnings 








/ 




Service charge 








/ 





To restore all the tick 
marks to the Other 
Name column, click 
Revert. 
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If you have different versions of one name 



If you have slightly different versions of the same name (for example, John 
Lennon, J. Lennon and John L.), QuickBooks puts each version of the name in the 
Other Names list. 

In QuickBooks, you can't delete any name used in a transaction. However, you can 
merge the names to shorten the Other Names list. 



To learn about. 



Search the Help index for. 



Changing the name type to a cus- other names, list of 
tomer, supplier, or employee 

Merging similar names merging, list entries 



Fill in your company information 

From the Company menu, choose Company Info, and fill in the fields that apply 
to your company. If you want QuickBooks to track tax information for you, you 
must select the tax form you'll be filing from the drop-down menu. 



Turn on the QuickBooks features you plan to 
use 

In QuickBooks, from the Edit menu, choose Preferences. Now you can customise 
QuickBooks for your needs. 

■ If you collect VAT from customers, turn on the VAT tracking preferences. After 
you close the Preferences window, you should confirm that the default VAT 
codes meet your needs. 

To check, from the Lists menu, select VAT Code List. Double-click any VAT 
code you need to change. For more information about tracking VAT, see 
"Setting up VAT tracking" on page 120. 

■ If you track stock or write purchase orders, turn on the preference for stock 
and purchase orders. See the Online help for information on tracking stock. 

■ If you deal internationally, turn on the preference for multicurrency. For 
more information about multicurrency, see "Doing business internationally" 
on page 133. 

■ If you plan to use QuickBooks to pay your employees, you must sign up for 
the QuickBooks Payroll Service. For information about payroll, see "Setting up 
payroll: an overview" on page 153. 



To learn about... 

Setting preferences preferences 
Tracking stock tracking, stock 



Search the Help index for. 
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Adjust your Opening Bal Equity account 



QuickBooks automatically creates an Opening Bal Equity account for you. When 
you create a new account and enter its opening balance, QuickBooks enters that 
amount in the Opening Bal Equity account, so that your accounts balance. You 
can leave the Opening Bal Equity total alone, or you can distribute amounts from 
it to other equity accounts. 



To learn about... 

Distributing equity from before 
your start date 

Moving the amount in the Open- 
ing Bal Equity account to other 
equity accounts 



Search the Help index for. 

Opening Bal Equity account 

equity, transferring from Opening 
Bal Equity 



How QuickBooks converts accounts receivable 
transactions 



If you answered "Yes" to converting your Quicken asset accounts to QuickBooks 
A/R accounts, QuickBooks converted the transactions as follows: 



This item in your Quicken 
A/R account... 


...is converted to this in 
QuickBooks: 


Each transaction that increases your 
A/R balance 


An invoice to a customer 


Each transaction that decreases 
your A/R balance and has only one 
split line 


A payment from a customer 


Each transaction that decreases 
your A/R balance and has more than 
one split line 


A credit memo to a customer 


Each payee 


A customer on your QuickBooks 
CustomenJob list 


Each category 


Both an item on your Item list and an 
income account on your Chart of 
Accounts 
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QuickBooks applies payments in Quicken to a customer's oldest outstanding 
invoice first. 



The conversion saves you the time of typing in all your accounts receivable 
transactions, but you'll probably want to make some changes to the converted 
data. For example, if the category you used in most A/R transactions was "Sales 
income," you'll want to change the name of the converted invoice item from 
"Sales income" to the product or service you actually sell, such as "Consulting 
hours." The income account, however, may be just fine as "Sales income." 

You don't have to make these changes now. QuickBooks makes it easy to make 
changes at any time. 



Search the Help index for. 



To learn about... 

QuickBooks items items, about 

Using accounts receivable accounts receivable 



Changing to QuickBooks accounts payable 

In many versions of Quicken, the documentation explains how to set up your 
software for cash-basis accounts payable and for accrual-basis accounts payable. 
For a cash-basis system, Quicken recommends using a Bank account and simply 
postdating cheques. For an accrual-basis system, Quicken recommends using an 
Other Liability account. 

The transition to QuickBooks accounts payable is the same for either system. 

■ If you used postdated cheques to track your bills, treat cheques you've already 
entered the same way you did in Quicken. 

■ If you had an Other Liability account in Quicken for accounts payable, it is 
now an Other Current Liability account in QuickBooks. 

No matter which method you were using in Quicken, from now on, use the Enter 
Bills window to track your bills. The Enter Bills window tracks your bills in the 
Accounts Payable account. To create this account, you can either: 

■ Use the Other Current Liability account only for currently outstanding bills 
and let QuickBooks create a new Accounts Payable account for you the first 
time you use the Enter Bills window. 

■ Or, you can move the transactions in your Other Current Liability account to 
an Accounts Payable account (see below). 
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To move your Other Current Liability transactions to the 
Accounts Payable account: 

1 In Quicken, create a report that gives you the total balance you owe each of 
your suppliers. Make sure the date range is set to Include all dates, then print 
the report for reference. 

2 Start QuickBooks 2002. 

3 From the Banking menu, choose Make Journal Entry. 

4 On the first line: 

■ In the Account field, choose Accounts Payable from the drop-down list. 

■ In the Name field, choose the supplier's name. 

■ In the Credit field, type the open balance (you'll need to do this for each 
supplier). 

5 On the second line: 

■ In the Account field, choose the Other Current Liability account from the 
drop-down list. 

■ In the Debit field, type the same amount that you entered in the Credit 
field of the first line. 

6 Click Save & New. 



Changing your payees to QuickBooks suppliers 

If you haven't already, you need to move your Quicken payees from the Other 
Names list to the Supplier list. See "Edit your Other Names List" on page 19. 

If a Quicken payee had a balance that was imported in to QuickBooks, use the 
Write Cheques window until the balance of your old Quicken A/P account equals 
zero (in other words, you've paid off all your bills for that supplier). Enter any new 
bills into QuickBooks accounts payable. 

You also need to delete and re-enter any memorised transactions that QuickBooks 
converted for you from Quicken accounts payable, as they will not work properly 
in QuickBooks accounts payable. 



To learn about. 



Search the Help index for. 



Deleting memorised transactions memorised transactions, deleting 
QuickBooks accounts payable accounts payable 
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Comparing QuickBooks and Quicken 



Once you understand the few terminology and feature differences between the 
programs, QuickBooks will feel very familiar. 



Terminology differences 

Quicken uses terms familiar to anyone who has a current account. QuickBooks 
uses a few terms that are standard in business bookkeeping and that reflect the 
increased power and convenience of QuickBooks for business. 

This table lists the most important differences in terms. It does not list the many 
completely new QuickBooks features and terms. 



Quicken 
term 

Account 



QuickBooks 
term 

Balance sheet 
account 



Definition 

A grouping of records related to one 
kind of asset, liability, or equity. 
These accounts appear on a balance 
sheet. 



Category Income or 

expense account 



Category and Chart of Accounts 

Transfer List 

plus 

Account List 



A grouping of transactions related to 
one kind of income or expense. 
These accounts appear on a profit and 
loss statement (income statement). 

The QuickBooks Chart of Accounts is 
like the Quicken Account list (balance 
sheet accounts) plus the Quicken Cate- 
gory list (income and expense 
accounts). 



Feature differences 

The following table lists features that exist in both Quicken and QuickBooks, but 
that work differently in QuickBooks than in Quicken. 

Feature Quicken QuickBooks 

Entering Enters most transac- Enters most transactions in 

transactions tions in registers. forms (cheque window, invoice 

window, and so on). 
In QuickBooks, you can copy and 
paste a transaction from one reg- 
ister to another of the same type. 
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Feature 

Write Cheques 



Quicken 

Displays a cheque that 
looks like a paper 
cheque. 



QuickBooks 

Displays a business cheque with 
voucher area (so the "split" is 
part of the cheque form). 



Classes 



Uses a slash (/) to sep- 
arate a category from 
a class in transactions. 



Enters classes in separate fields. 
No need for a slash (/) as a sepa- 
rator. 

In QuickBooks, projects or jobs 
can be linked to customers as 
part of the CustomenJob list, so 
you can use classes for different 
kinds of classification. 



Transfers Uses brackets [ ] to 

indicate a transfer to 
another balance sheet 
account. 



No need to use brackets. Quick- 
Books handles transfers like any 
other transaction. 



Passwords 



One password for 
entering and viewing 
data. 



Customisable password and per- 
mission access for each person 
in your company. 



Subaccounts 



Categories can have 
subcategories, but 
accounts cannot have 
subaccounts. 



Most accounts, even balance 
sheet accounts, can have subac- 
counts. 



Payroll 
accounts 
(if you set up 
your accounts 
as described in 
the Quicken 
manual) 



A separate liability 
account for each tax 
withheld and for every 
other payroll liability. 



You can continue using your old 
liability accounts. However, by 
using payroll items, you can put 
all your payroll liabilities into a 
single account. To ensure the 
correct calculations are done for 
payroll accounts, you should 
subscribe to the QuickBooks Pay- 
roll Service. 
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New and renamed balance sheet accounts 



QuickBooks and Quicken have similar kinds of balance sheet accounts, but 
QuickBooks adds some types and uses different names for others. When you 
convert a Quicken file, the program automatically creates QuickBooks accounts 
most like your Quicken accounts. 

■ In some cases, you may not want to use the account that QuickBooks creates 
automatically. For example, Quicken sometimes uses liability accounts 
instead of equity accounts. In QuickBooks, you can use equity accounts. 

■ QuickBooks changes your Quicken categories and subcategories into income 
and expense accounts with subaccounts. 



Quicken account 
type 


Converted to QuickBooks account 
type 


Bank 


Bank 


Credit Card 


Credit Card 


Cash 


Other Current Asset 


Asset 


Other Current Asset 


Liability 


Other Current Liability 


Investment 


Other Current Asset 



When you convert from Quicken Deluxe 

After you have converted your Quicken Deluxe data file to QuickBooks, you'll 
notice the following changes: 

■ The Invoice Items list is converted to the QuickBooks Items list. 

■ Each existing Invoice/Receivables account is converted to a QuickBooks 
Accounts Receivable account of the same name. 

■ Existing invoices are converted to QuickBooks invoices. However, they will 
appear in chronological order. 

Transactions linked to a customer remain linked. 



About payments, credit memos, and refunds. 

Converted Quicken payments are always applied to the customer's oldest out- 
standing invoice, so the payment links to invoices may be different after con- 
version. 

Credit memos and refund cheques, like payments, are also applied in 
chronological order based on invoice dates, so their links may also be different 
after conversion. 
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Should you continue using Quicken for some things? 



QuickBooks does not change your original Quicken file in any way as it imports 
information from it in to QuickBooks, nor does it create any connection between 
it and your new QuickBooks company file. You can continue to use your original 
file with Quicken. 

Once you're using QuickBooks for your business, you'll probably want to continue 
using Quicken for your personal finances and investment accounts. 

/|\ You cannot use online banking for an account in QuickBooks. 

/ * \ If you track the same account in both Quicken and QuickBooks, you can only 
use online banking in Quicken, at this time. 



Here are some personal-finance activities you can perform only with Quicken: 

■ Track investments 

Quicken includes investment tracking and reporting. Quicken updates the 
market values when you enter the latest share prices, and it reports on average 
annual total return, capital gains, and investment income. 

■ Amortise mortgage loans 

Each time you record a payment on a loan, Quicken updates the number of 
payments made and calculates the amount credited to principal and interest. 

■ Create reports for personal finances 

Quicken has many preset reports designed for personal use. 



Importing from / exporting to other 
software 

Importing from other software 

If you use QuickBooks Pro, with a few clicks, you can import your contacts from 
Microsoft Outlook or Symantec ACT! (see page 29). 

For all other software, QuickBooks imports data in a format called IIF (Intuit 
Interchange Format), a special type of ASCII text file with headings to tell 
QuickBooks the type of information it contains. (This format is different from 
.QIF, used by Quicken.) 

If you want to import data from other software programs, you need to create an 
IIF file from scratch or reformat data you already use to conform to IIF standards. 
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Note: Creating an IIF file from scratch requires knowledge of a spreadsheet program. 

Changing data from another accounting program into an IIF file is technically complex, 
and is not recommended for those who do not have programming experience. 
However, you do not need to learn about the IIF format to export lists and import them 
back into QuickBooks (see below). 




To learn about. 



Search the Help index for. 



Creating an IIF file importing data 



Transferring lists between QuickBooks companies 

You can transfer a list (like the Customerjob list) from one QuickBooks company 
to another by exporting it to an IIF file, then importing it into the new company. 

Note: When you import a list into an existing QuickBooks company, QuickBooks replaces any 
duplicate entries with ones from the import file. 

If you import customers or suppliers from an IIF file, you'll need to edit each one 
to add information such as payment terms. Also, if you have unpaid balances for 
a customer or supplier, you must enter an invoice or bill that at least tells the total 
amount owed. 



Exporting to other software 

When you export a list from QuickBooks, it is automatically formatted as an IIF 
file. You can then import the IIF file into spreadsheets, word processors, database 
programs, or other QuickBooks companies. You can't export transactions from 
QuickBooks, but you can create a report based on transactions and print it to a 
file that another program can import. 



Method 


What it does 


Advantages 


Disadvantages 


Print to disk 


Makes a copy of a list 
or report in a format 
common to other soft- 
ware programmes 


You can use the file in a 
spreadsheet or word 
processing programme. 


Only lists and reports can 
be printed to disk. 
QuickBooks cannot read 
files printed to disk. 


Export 


Puts lists into a file in 
IIF format, with one 
record per line and one 
column for each field 


You can share lists with 
other company files or 
databases, word 
processors, or spread- 
sheets. You can add to 
the list and then import 
it back into QuickBooks. 


QuickBooks can export 
only lists, not transactions 
or reports. 
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To learn about. 



Search the Help index for. 



Exporting lists to another Quick- exporting data 
Books company 

Transferring information to Microsoft Word, 
Excel, Outlook, or Symantec ACT! 

If you use QuickBooks Pro, you can easily export data to Microsoft Word or Excel 
and synchronise your contacts with Microsoft Outlook or Symantec ACT! 

■ If you use Microsoft Word as your word processor, you can use customer, 
supplier, employee, and other names in letters. 

■ If you use Microsoft Excel, you can export your QuickBooks report data to 
Excel for further customisation and filtering. 

■ If you use Outlook or ACT!, you can synchronise your contact information 
with QuickBooks. 



To learn about. 



Search the Help index for... 

Writing letters letters 

Exporting data to Excel reports, exporting to Microsoft Excel 

Synchronising contact informa- contact management, synchronis- 

tion ing with a contact manager 
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Exporting data for your accountant (Accountant's 
Review) 

The Accountant's Review™ feature allows an accountant to make certain kinds of 
changes in a special copy of your company file. Meanwhile, you can continue to 
enter daily transactions in the original master file. After the accountant has made 
the changes, you merge them into the master company file. 



Start by creating an 
Accountant's 
You Review copy of your 

Ldata for your 
accountant 



Your 

accountant 




Opens the 
Accountant's 
Review copy in 
QuickBooks. 



J 



Continue using your 
company file for day- 
to-day business 
tasks. 



Reviews your data 
and makes 
adjustments. 



j 



Merge your 
accountant's 
adjustments into 
your QuickBooks 
company file. 



Saves the 
adjustments to one 
or more disks. 



Note: Changes cannot be made to foreign-currency accounts in an Accountant's Review file. 
Therefore, if your accountant needs to edit foreign accounts in your company file, give 
him or her a copy of your company file as opposed to the Accountant's Review copy. 
Note that while the accountant is editing a copy of your company file, you cannot make 
changes to the master file that you have. 



To learn about... 

Setting up your accountant as a 
user with all privileges (if you 
have set up users) 

Creating an Accountant's Review 
copy of your current company file 

Merging the accountant's file into 
the master company file 

Making the accountant's revised 
copy your master company file 

Cancelling an Accountant's 
Review copy 



Search the Help index for. 

permissions 

accountant's review copy 
accountant's review copy 
restoring data 
accountant's review copy 
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What can and can't be changed 



The Accountant's Review feature may not be right for everyone. The accountant 
can make some kinds of changes but not others. 

The advantage of using the Accountant's Review feature is that you can continue 
to work normally with your master company file (that is, the regular company file 
from which you make the Accountant's Review copy). After the accountant has 
made changes, you can merge the changes into your master file. 

The table shows what an accountant can and cannot do while using an 
Accountant's Review copy of your file, and any restrictions on you while this copy 
is out. 



Your accountant can... 

■ View all existing transactions 
and lists 

■ Add new items to the Chart of 
Accounts, Item list, Payroll 
Item list, To Do Notes list, 
Memorised Transaction list 
(general journal transactions 
only) 

To add stock items, you must 
have this feature turned on. 

■ Edit existing account names 
and numbers 

■ Edit existing payroll items 

■ Edit account and VAT informa- 
tion for existing items on Item 
list 

■ Enter general journal 
transactions in home-currency 
accounts 

■ Reconcile new transactions 

■ Adjust stock values or 
quantities 

■ Create reports 

■ Change preferences 
temporarily 

■ Create, adjust, and print P60 
and P35 forms 



Your accountant 
cannot... 

■ Enter transactions other than 
general journal transactions 

■ Edit foreign-currency accounts 

■ Memorise transactions other 
than general journal transac- 
tions 

■ Edit or delete existing transac- 
tions, including pay cheques 

■ Reorganise lists (move items, 
make one item a subitem of 
another) 

■ Rename accounts or items 

■ Make items inactive 

■ Edit names of existing items 
on Item list 

■ Adjust payroll liabilities 

■ Enter or edit employee YTD 
payroll setup transactions 

■ Edit employee profiles 

■ Export changes to preferences 

■ Memorise reports 

■ Change a non-stock part type 
to a stock part type 

■ Merge new stock part items 
with previous, existing stock 
part items 



You cannot... 

■ Delete any items 
from lists 

■ Reorganise lists 
(move items, make 
one item a subitem 
of another) 
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For accountants only: 

working with an Accountant's Review copy 

The Accountant's Review copy of a company file (which your client should create 
from his or her master company file) is a compressed, special type of company file. 
It has a .QBX extension instead of the usual .QBW or .QBB. When you start 
working with these files for the first time, QuickBooks decompresses them to a 
.QBA file. 

You cannot make changes to foreign-currency accounts in an Accountant's 
Review copy of a company file. If your client has foreign-currency accounts that 
you need to make adjustments to, have your client send you a copy of their 
company file instead of the Accountant's Review copy. Note that the client cannot 
work on his or her company file while you are editing the copy that they gave you. 

Note: If your client has set up users and passwords, you'll need to find out the user name and 
password assigned to you or the QuickBooks administrator. 

Once you have opened an Accountant's Review copy, it remains the current 
QuickBooks company unless you open a different company or you close the 
company. If you try to record a change that is not allowed, QuickBooks tells you 
that it cannot record the change in an Accountant's Review copy. 



If your computer's system date and time is earlier than the date and 



time that your client created the Accountant's Review copy, you will 



not be able to open it. 

To correct the problem you'll need to determine which computer has the 
incorrect date and time, change the date and time, and try to reopen the copy. 
You may need to have your client cancel the first review copy and create 
another one for you. 



When you export your work from an Accountant's Review copy, the changes to 
his or her company file are saved in a .AIF file. You should return this file to your 
client as soon as possible so it can be reintegrated with his or her .QBW file. 





To learn about... 



Search the Help index for... 



Creating a file to give to your 
client 



accountant's review copy 
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Chapter 3 



Converting to 
euro 



Converting to 
euro: an 
overview 

Converting your 
company file 

What to do after 
you've converted 
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As of 1 January 2002, countries participating in 
the EMU will change over to the Euro currency. 
For our users who are affected by this change, 
QuickBooks 2002 Pro has provided a Euro 
Convert wizard to help with this changeover. 



33 



Converting to euro: an overview 

ka»v< On 1 January 2002 (€-day), the Republic of Ireland in addition to 1 1 other member 
SvsM s1:a t es participating in the Economic and Monetary Union (EMU) will cease to use 
their national currency because of the introduction of a single currency-the Euro. 

Although, both the Irish Punt (for example) and the Euro will circulate together 
for a six week period, retailers must issue change in euro only. After 9 February 
2002, retailers will not accept Irish Punt notes and coins. Other changes you 
expect on €-day: 

■ EMU national currency accounts held at banks, building societies and other 
financial institutions will be automatically converted to euro, free of charge. 

■ Banks, building societies and other financial institutions will issue euro notes 
and coins only. 

■ Non-cash transactions (e.g. credit cards) will be denominated in euro. 

■ Debit cards and credit cards valued in Irish Punts will be denominated in euro. 

■ Wages, salaries and pensions will be in euro. 

What does all this mean to owners of small and medium-sized enterprises (SMEs)? 
It means you need to convert all or some of your accounting data to the new euro 
currency. In QuickBooks 2002 Pro, a Euro Convert wizard is available to help you 
do just that. 



The Euro Convert wizard 

The Euro Convert wizard allows you to individually convert company files to the 
Euro currency. You can run the Euro Convert wizard at any time, although we 
recommend you convert your data after month end if possible. 

When you run the Euro Convert wizard, it converts all current and historical 
EMU-currency data using the fixed conversion rate accepted by the EU Council. 
For example, the fixed conversion rate between euro and Irish punt is 0.787564. 
(To see a list of member states participating in the EMU and their fixed conversion 
rates, see page 36.) 

Once an amount is converted to euro, it is rounded to the nearest cent as follows: 
if the third decimal place is 4 or lower, then it is rounded down to the nearest cent; 
if higher than 5, then it is rounded up. Refer to the graphic on the next page. 

The Euro Convert wizard also turns on the following preferences if they are not 
already enabled: 

■ Audit Trail preference to keep track of each changed transaction (see "Viewing 
the Audit Trail" on page 42), and 

■ Multicurrency preference. 
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To Convert Irish Punt Amounts to Euro 



To convert £80 to euro 




Conversion Rules 


IRE80.00 - 


- 0.787564 




Divide the Irish punt amount 
by the fixed conversion rate. 






Round the resulting amount 
to two decimal places - round 
down where the third decimal 
value is 4 or lower and round 
up where it if 5 or higher. 


=101(.57904) 
=€101^ 





What data in my company file is converted? 

The accounting data in your company file that gets converted to euro varies 
depending on whether you are an EMU participating country or not. For example, 
if you live in the United Kingdom, the wizard is smart enough to know that the 
home currency (UK pounds) doesn't get converted to euro. 



If you live in an EMU-participating member state (e.g., Republic of Ireland)... 

The Euro Convert wizard converts your home currency (or national currency) to 
the Euro currency and converts any EMU national currency transactions to euro. 
After the conversion, the multicurrency and audit trail preferences are enabled (if 
they weren't already), and the following data in your company file appears in 
euro: 



Home currency 
Reports 

EMU-national currency and 
home currency accounts 



List data such as Item prices 
EMU and home currency 
customer & supplier profiles 
Memorised transactions 



If you live in a non-EMU member state (e.g., United Kingdom)... 

Unless you have dealings with EMU countries, there is no accounting data in your 
company file to convert. However, if you have trade links with countries that are 
participating in the EMU, you need to convert the EMU-national currency 
transactions in your company file to the Euro currency. After the conversion, the 
multicurrency and audit trail preferences are turned on (if they weren't already), 
and the following data in your company file appears in euro: 

■ EMU-national currency accounts ■ Foreign Item prices if set to an 

■ Memorised transactions involving EMU currency 
EMU-national currency accounts ■ EMU-customer & supplier profiles 
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EMU member states and their fixed conversion rates 

The following table lists the member states of the European Union (EU) that are 
participating in the EMU, and their fixed conversion rate as adapted by the EU 
Council. 



dviu iviemuer oiaxes 


nxea conversion rfaxe 


Ireland 


0.787564 


Belgium 


40.3399 


Germany 


1.95583 


Greece 


340.750 


Spain 


166.386 


France 


6.55957 


Italy 


1936.27 


Luxembourg 


40.3399 


The Netherlands 


2.20371 


Austria 


13.7603 


Portugal 


200.482 


Finland 


5.94573 



Converting your company file 

There are a number of steps you must complete before you attempt to convert 
your accounting data to euro. Use the table in the following section to guide you 
through these steps. 

Tasks to complete before you convert your company file 

To ensure that the Euro Convert wizard runs smoothly and without errors, you 
must complete the following tasks before you decide to convert your data. 

Tasks to complete before converting For more information 

■ Verify your company file. (close all open windows in Quick- 
If the verify utility detects any problems with your data, Books) From the File menu, select 
contact technical support. These problems must be Utilities and then Verify Data, 
corrected before continuing with the conversion process. 

See "QuickBooks Technical Support" on page 242. 

■ Reconcile all your accounts. In the Help index, see: reconciling. 
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Tasks to complete before converting 



For more information 



■ Print a copy of the Trial Balance report. 
You need this report to compare to a Trial Balance 
report that you print after the conversion to ensure 
the converted values are what you expected. 
If you are a resident of the Republic of Ireland, you 
should run other period-end reports such as the Profit & 
Loss and Balance Sheet reports as this will be the last 
time you can create reports in your local currency. After 
the conversion, reports are generated in Euro. 

■ Close your company books. In the Help index, see: closing. 

■ Condense and archive (new) your company file. See "Condensing data" on 
This should be done every year as it reduces the size of page 104. 

your file, and improves the performance of QuickBooks. 
By doing this task, the amount of time it takes Quick- 
Books to convert your company file is reduced. 



From the Reports menu, choose 
Accountant & Taxes and then 
Trial Balance. 



Running the Euro Convert wizard 

The Euro Convert wizard is automatically installed with QuickBooks 2002 Pro and 
can be accessed from the File menu. The wizard provides step-by-step instructions 
to guide you through the process of converting your accounting data to euro. 

Note: In order to convert your company file to euro, you must be in single-user mode, and the 
company file must be local to your PC. 

Throughout the conversion, a backup is made of your existing company file and 
placed in another directory for safe keeping; then your company file is converted 
and verified; and finally, the newly-converted company file is opened in a new 
company file. 

To convert your company file to euro: 

1 Open the company file you want to convert. If you have multiple company 
files, you'll need to open each one and run the Euro Convert wizard in it. 

2 From the File menu, select Utilities and then Euro Convert. 

3 Two conditions must be met before the Euro Convert can proceed. If these 
conditions have not been met, a warning message appears. Click OK on this 
message(s), and depending on the message, do the following: 

■ You are currently running QuickBooks in Multi User mode. 

Euro Convert can only run in single-user mode. To switch to single-user 
mode, go to the File menu and select Switch to Single-user Mode. 

■ Your company file is located on a network drive. 

Euro Convert cannot convert a company file over a network. Copy the 
company file to your local computer and try to run the wizard again. 
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4 If the multicurrency preference is not turned on, the following screen is 

displayed. The purpose of this screen is to determine if there is any accounting 
data that needs to be converted. (If you don't see this screen, go on to step 5.) 
For example, if you live in the United Kingdom and you have no business 
dealings outside of the UK, you will have no accounting data in your 
company file to convert to euro. 



Convert Company File To Euro 



_| 




- Current Company File — 

Name: C:\Program FilesMntuitVQuickBooks PrcACioran Ltd.QBW 
Version: 10.0U 



Select Home Currency 

QuickBooks has detected that Multicurrency is not enabled. To 
determine if there is any data to convert, select the home currency oL, 
this company file. 

r Non-EMU Currency (e.g. United Kingdom Pounds). 

* EMU Currency (e.g. Ireland Punts). 

EMU Home Currency ^ — | 



Austria Schilling 
Belgium Franc 
Finland Markka 
France Franc 
Germany Deutsche Mark 
Greece Drachma 
Italy Lira 

Luxembourg Franc 
Netherlands Guilder 
Portugal Escudo 
Spain Peseta 




If the country you live in is not 
participating in the EMU (in other 
words, your national currency is not 
being replaced with euro), select 
Non EMU and then click the Next 
button. If this is the case, the Euro 
Convert has nothing to convert, so 
the wizard stops at this point. 

If the country you live in is participating 
in the EMU (in other words, your 
national currency will be replaced with 
euro 1 January 2002), select EMU. 

Next, select the existing home currency 
of your company file from the drop- 
down list and click the Next button. The 
home currency is the national currency 
of the country you live in. 



5 The "Pre Euro Convert Tasks" screen appears next. This screen lists the tasks 
you need to complete before converting your company file so that the 
conversion runs smoothly and without errors. If you have not done these 
tasks, cancel out of the wizard at this time to complete these tasks, and then 
return to the wizard. 




Tick these check boxes to indicate 
that these tasks are done, and then 
click the Next button. Note that the 
Next button is not available until all 
the check boxes are ticked. 

Click the Print Report button, to print 
a copy of the Trial Balance report (if 
you haven't done so already), and 
then continue with the conversion 
process. 

For details on these pre Euro Convert 
tasks, see "Tasks to complete before 
you convert your company file" on 
page 36. 
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6 The "Conversion Information" screen appears next. This screen is meant to 
describe what accounting data in your company file is about to be converted 
to euro. Read the information on this screen and click the Next button. 
The information on this screen varies depending on the way the company file 
is set up. For example, if you live in the United Kingdom, the accounting data 
that is converted is not the same for those living in the Republic of Ireland. 
The Audit Trail keeps a record of all the transactions that are changed 
throughout the conversion. 

7 On the existing "Back Up Company File" screen, specify where you want to 
store a backup of your company file. By default, the name of the backup file 
is prefaced with "PreEuro " and is saved to the /backup directory. 

The backup file is important as it represents 
your company's state of affairs before your 
accounting data was converted to euro. 

Keep this backup file for six years, in 
compliance with legal requirements. You 
will also need this backup file if you get 
audited. 



Specify the name you want to give the 
backup file and the location to which 
you want the backup file saved. 



Click Backup to begin 
the backup process. 



Backup Company File 



■ Current Company: — 

You are about to make a backup of your QuickBooks company file. 
| Backup compresses the data into a compact file that is smaller than 
°n your file. Use restore to later uncompress your backup. 

Name: Cioran Ltd.OBW 
Location: C:\Prograrn Files\lntuit\QuickBooks Pro\ 



Backup Current Company As: 

If you are backing up to a 3.5-inch disk or other removable storage 
t | media, put 



Name: |PreEuro_Cioran Ltd.QBB 



Lo,::atii:in: | C:\Program Files\lntuit\QuickBooks Pro\Backup\ 



Click Change to select a filename and location to backup your 
company to. 



8 After the wizard has made a backup of your company file, it is ready to begin 
converting your data to the euro currency. At this stage, you should know 
exactly what data in your company file is going to be converted. 



Convert Company File To Euro 




- Current Company File 

Name: C:\Program Files\lntuit\QuickBooks Pro\Cioran LtdQBW 
Version: 10. OU 

- Conversion Information 

QuickBooks is now ready to begin converting EMU currency data in your 
company file to Euro. 

Typically, convert takes a few minutes. However, it may take 60 minutes 
or more for large company files. 



Type YES', then click Convert to start the conversion L es 
Convert - 




You can click Cancel up to this point 
to stop the conversion without 
affecting any data in your company 
file. Once you click Convert on this 
screen, however, you cannot stop 
the wizard from converting your 
data. 



Type yes and click Convert to begin 
the conversion to euro. 
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9 A progress screen comes next. You can use this screen to gauge how long the 
conversion will take. 



As the Euro Convert 
wizard goes through 
your accounting data 
and changes itto euro, 
this screen is updated 
to show you what 





Current Company File 

Name: C:\Program Files\lntuit\QuickBooks PrcACioran Ltd.QBW 
Version: 10. OU 



- Converting Company File To Euro 



tasks are completed. 



•J Preferences Converted 
•J Lists Converted 

Transactions Converted 



Memorised Transactions Converted 



Miscellaneous Data Converted 



Overall Progress: 





1 0 Once the Euro Convert wizard is done, one of two things can happen: 

■ The conversion was successful. 

Click the Next button to proceed to the next screen. 

■ The conversion was unsuccessful. 

The Euro Convert wizard couldn't convert your company file because of 
problems with your data. If you did not perform the pre-convert tasks as 
suggested on page 36, do so now with the company file that the wizard 
backed up and then try to convert the file again. If you are still unable to 
successfully convert this file to euro, call technical support for assistance. 
See "QuickBooks Technical Support" on page 242. 

1 1 If the Euro Convert was successful, the last screen suggests some tasks you 
may want to do now that your company file is converted. Read the infor- 
mation on this screen and click OK to open your newly-converted company 
file. 

For more information on the details of these tasks, see "What to do after 
you've converted". 
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What to do after you've converted 



Data integrity checks 

Congratulations! You've completed the conversion of your company file to euro. 
To ensure the integrity of your converted data, you should perform the following 
checks. Some of these may not apply to everyone's situation. 

■ Print another copy of the Trail Balance report and compare it to the pre- 
conversion Trial Balance report to ensure the euro balances are what they 
should be. 

■ Check the Currency List to ensure that the currency exchange rates are 
correct. 

■ Check your Customenjob List, Suppliers List, and Other Names List to make 
sure the EMU-currency names now appear in euro. 

■ Was your home currency changed to euro? 

■ Make sure your Bank Statement(s) reconcile with the bank accounts you have 
set up within QuickBooks, and, if necessary, add a euro adjustment via a 
general journal. 

■ Check that the margin on your sales is not affected. You may want to round 
up some of the item prices. 

Other things to consider 

■ If you had foreign accounts, you will likely have had more than one accounts 
receivable account and accounts payable account as you needed an A/R and 
A/P account in each currency denomination in which you dealt. After the 
conversion, you may want to combine the EMU-currency A/R and A/P 
accounts seeing that they are now represented by a single currency. 

■ Notify your customers and suppliers that you've officially changed over to 
euro. 

■ QuickBooks converts each line item on a business form as opposed to 
converting only the total balance. As a result, if you had any outstanding 
invoices or bills at the time of the conversion, the balances on forms that were 
converted to euro may be out a few cents due to rounding differences. You 
may want to adjust these as necessary. 

■ Print a copy of the Audit Trail report. For more information, see "Viewing the 
Audit Trail" on page 42. 

■ Review all the templates of your printed forms (e.g., invoices, cheques, state- 
ments, etc..) to ensure they are still valid now that your national currency has 
changed to euro. 
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Viewing the Audit Trail 



The Audit Trail preference is automatically turned on during the conversion 
process if it wasn't already. The Audit Trail keeps a record of each transaction that 
is changed throughout the conversion procedure. The details of these changes can 
be viewed in the Audit Trail report. 

To create an Audit Trail report: 

■ From the Reports menu, choose Accountant & Taxes, and then Audit Trail. 

Print a copy of this report in case you are ever audited. 

For more information about the Audit Trail, see "Recording who changed what in 
the Audit Trail" on page 113. 
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Decisions to make before you start 



In QuickBooks, a "company file" contains all the financial records for a single 
business. Before you can use QuickBooks, you need to tell QuickBooks about your 
business so that it can set up your company file. 

QuickBooks Professional Advisors Programme 

Tip: A QuickBooks Professional Advisor can set up your company file for you. Intuit's 

referral service is free — you simply pay the Professional Advisors' fee for the specific 
services you need. 

QuickBooks Professional Advisors are accounting and IT professionals who use 
QuickBooks regularly in their accounting or consulting practise. They possess the 
tools, resources, and knowledge to help you set up, maintain and optimise 
QuickBooks so that you can manage your business better. 

You can locate a Professional Advisor in your area by using our online referral 
service on our Web site at http://www.quickbooks.co.uk. It is recommended that 
you select two or three advisors and ring each one to determine who would be 
right for your business. The QuickBooks Professional Advisors Programme referral 
service is free. The advisor you select, however, will provide you with information 
about their fees. Intuit is not liable for any loss, damage or expense arising in any 
manner out of, or in connection with the Professional Advisors programme. 

Becoming a QuickBooks Professional Advisor 

If you are an accountant, bookkeeper, or computer consultant who supports small 
to medium business clients, you may want to consider becoming a member of this 
unique community. This programme is intended to provide additional support to 
those people who service the needs of small business clients. It's a great way to 
help you build your business. 

By joining the programme, you'll receive the latest version of QuickBooks, free 
subscriptions to our payroll service plus all the updates including payroll 
legislation changes, additional training materials, and your name will be listed on 
our Web site to attract new QuickBooks clients. For further details on this scheme, 
visit our Web site at http://www.quickbooks.co.uk. 
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How many companies should you set up? 



If you operate a business, Inland Revenue expects you to clearly show all sources 
of income, and to document any business expenses you claim as deductions. For 
tax purposes, it's usually best to set up a separate QuickBooks company for each 
business that files its own tax return. 

For example, if you have two shops and file one tax return for each, you need to 
set up two company files in QuickBooks. However, if you have a farm that grows 
wheat and raises pigs, and you file only one tax return for the entire operation, 
you only need one company file in QuickBooks. 

In cases like these, in which you have one business but need to track different 
segments of it, set up one company file in QuickBooks and use classes. Classes are 
another way of categorising income or expenses (in addition to income or expense 
accounts). For example: 



Use classes to track the following Industry examples 



Account executives 


Advertising, Consulting 


Partners 


Law firms, Consultants 


Construction industry standard categories 
(General, Site Work, Concrete, Masonry, and so 
on) 


Construction contractors 


Departments 


Businesses that budget by 
department, Retailers 


Monies (General, Building, Outreach, and so 
on) 

You could start with two main classes for 
restricted and unrestricted funds, and then 
make each fund a subclass of a main class. 


Nonprofit organisations, 
Religious groups 


Locations (if the business has more than one) 


Restaurants, Retailers, 
Service businesses 


Manufacturers or Product lines 


Distributors, Manufactur- 
ing reps, Sales agents 


You can set up subclasses of existing classes if you need to subtotal information 
about classes on reports. 



To learn about... 

Turning on the preference for 
using classes 



Search the Help index for. 

classes, turning on in QuickBooks 



Adding classes and subclasses 



classes, adding 
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What accounting do I need to know? 



Using QuickBooks requires very little accounting knowledge. All you need to 
understand is what a "chart of accounts" is and the different types of accounts on 
it. 

Your company's chart of accounts 

When you keep books for a business or enterprise, you want to track where your 
income comes from, where you put it, what your expenses are for, and how you 
pay them. You track this flow of money through a list of accounts called the chart 
of accounts. Your QuickBooks chart of accounts can have: 

■ Balance sheet accounts 

■ Income accounts 

■ Expense accounts 

■ Cost of goods sold accounts 

■ Non-posting accounts (includes purchase orders and estimates, which do not 
appear on your balance sheet) 

Some of these accounts are created for you automatically. For example, the first 
time you create an invoice, QuickBooks automatically creates an accounts 
receivable (A/R) account. You'll add other accounts, such as your current account, 
during setup using the EasyStep Interview. And, you can create and modify your 
accounts as needed at any time. 

Types of accounts 
Balance sheet accounts 

Your chart of accounts includes balance sheet accounts. These accounts track the 
following: 

■ What you have (assets) 

■ What people owe you (accounts receivable) 

■ What your company owes to other people (accounts payable and other liabil- 
ities) 

■ The net worth of your company (equity) 
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The following table describes the various types of QuickBooks balance sheet 
accounts. 



Balance sheet 
account type 


QuickBooks 
account type 


Use to track 


Accat 




What wnii (iTifn qn/J \A#hat nonnlfl ntAfo wnii 
vviiaL yuu nave aiiu wiiaL fjcu|jitj uwc yuu 




Bank 


Transactions in current, savings, and term 
deposit accounts. You can also use this 
type of account for petty cash. 




Accounts 

Receivable 

(A/R) 


Transactions between you and your cus- 
tomers, including invoices, payments from 
customers, deposits of customer pay- 
ments, refunds, and credit memos. 
QuickBooks automatically creates an A/R 
account when you first create an invoice. 




Other Current Asset 


Assets that are likely to be converted to 
cash or used up within one year, such as 
the value of your stock on hand, promis- 
sory notes due within a year, prepaid 
expenses, and security deposits. 




Fixed Asset 


Depreciable assets your business owns 
that aren't liquid (not likely to be converted 
into cash within a year), such as equip- 

m ont Tiirnitii ro or a hiiilHinn 
llltrlll, iLlllllLUltr, \ji a UUllUlliy. 




Othpr Adept 


An\/ Qccot that ic noithor a r*iirrfiri+ accot 
/-\lly doocl LI 1 Cl L lo MclLllcl d OUIIcllL doacl 

nor a fixed asset, such as long-term prom- 
issory notes. 


LlaDIIIIy 




IA/I10+ wj~\iiv f^nivin^mi Amine + /-v ntkai 1 nannlo 

vvriai your company owes to oiner people 




Accounts 

Pa\/phl(=» (A/P\ 
r a y a u i c \ f-\f r / 


Outstanding bills. When you first enter a 

hill n iiir*I^Ror\l^c aii+n m at i r*a 1 1 \/ r* ro atoc a n 
UMI, V-iUHrflxDUUlVcs d U LU 1 1 Id Ul#d 1 1 y OlCdloo dll 

A/P account. 




Credit Card 


Credit card transactions for your business 
expenses. One account per credit card. 




Other Current 
Liability 


Liabilities that are scheduled to be paid 
within one year, such as VAT, payroll 
taxes, accrued or deferred salaries, and 
short-term loans. Some businesses 
include the current portion of long-term 

liahilitip<5 in thie kind nf account 

1 1 a u 1 1 1 L I c o ill liiio M I I \_j ui a \j u I I L . 




Long-Term 
Liability 


Liabilities such as loans or mortgages 
scheduled to be paid over periods longer 
than one year. 
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Balance sheet QuickBooks 
account type account type 



Use to track 



Equity 



Equity 



Net worth of your company 
(equity = assets - liabilities) 

A company builds equity from three 
sources: 

■ Investment of capital in the business by 
the owners 

■ Net profit from operating the business 
during the current accounting period 

■ Retained earnings, or net profits from 
earlier periods that are carried forward 
into the current tax year and that have 
not been distributed to the owners 



Balances for balance sheet accounts 

The Chart of Accounts window shows a balance for each balance sheet account 
(except for the special equity account, Retained Earnings). 



Fii Chart of Accounts 



I y HowDolfl _ |n| x| 



Name 



♦ Current Account 

♦ Accounts Receivable 

♦ Accounts Payable 

♦ Payroll Liabilities 
*VAT Control 

♦ Opening Bal Equity 

♦ Retained Earnings 

♦ Fee Income 

♦ Design 

♦ Drafting 

♦ Mech Prep 

♦ Photo 

♦ Printing 

♦ Production 

♦ Reimbursed Expenses 

♦ Bank Service Charges 

♦ Books and Publications 



Ti£e_ 



Bank 

Accounts Receivable 
Accounts Payable 
Other Current Liability 
Other Current Liability 
Equity 
Equity 
Income 
Income 
Income 
Income 
Income 
Income 
Income 
Income 
Expense 
Expense 




VAT 



Balance 



34,215.00 
4,826.90 
1,420.1s— 1 
0.00 
500.50 (■ 
34,215.00 



One of the first things you 
should do when you open a 
business is open a business 
current account. 

If you have multicurrency 
turned on, the Chart of 
Accounts also shows the 
currency denomination of 
the account. 

For more information on 
multicurrency, see "Doing 
business internationally" 
on page 133. 
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Income and expense accounts 

Income and expense accounts track the sources of your income and the purpose 
of each expense. When you record transactions in a balance sheet account, you 
usually assign the amount of the transaction to one or more income or expense 
accounts. For example, you not only record that you took money out of your 
current account, but you keep track of what you spent the money on, such as 
utilities, advertising, or office supplies. 

There are no registers for income and expense accounts, but you can create reports 
to show totals for these accounts over a period of time. To create a report on an 
income or expense account, in the chart of accounts, double-click the account for 
which you want a report. 



|f[p Account QuickReport | j | | 


Modify Report... | Memorise... Print... 


Excel... | Hide Header | Refresh | 






Dates | Custom T | 


From |04/06/2001 _Hj To IMBffcBtffflll _Hj Sort 


By | Default 




10:19 PM 


BRATSS Ltd. 






09/20/01 


Account QuickReport 






Accrual Basis 


April 6 through September 20, 2001 






* Type * Date * 


Hum * Name * Memo < 


Split * 


Amount * 


Equipment Rental 








► Bill 09/20/2001 


Blitz's Cheapo Rentals 


Accounts Pa... 


365.00 i 


Cheque 09/20/2001 


Stewart Rentals 


Current Acco... 


6,467.00 


Total Equipment Rental 






6,832.00 


TOTAL 






6,832.00 



Cost of goods sold (COGS) account 

Many businesses that track stock have one cost of goods sold account. A COGS 
account contains the cost of goods or raw materials that you have sold. 

QuickBooks automatically adds this account to your chart of accounts the first 
time you create a stock item. Your chart of accounts list the type for this account 
as "Cost of Goods Sold". QuickBooks uses this account to track how much you 
paid for goods and materials held in stock that you eventually sold. After a sale, 
QuickBooks adjusts your costs of goods sold by multiplying the quantity sold by 
the average cost of each item. 
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Reports that measure business profitability 



Accountants and financial officers sometimes ask for reports that measure the 
profitability of your business, such as the balance sheet and profit and loss 
statement (also called an income statement). 



The balance sheet 

A balance sheet is a financial snapshot of your company on one given date. This 
report is useful when applying for a business loan or at year-end to get an account 
of your company's equity, assets, and liabilities. 



Assets include what you have and what 
people owe you. Examples include: 

■ cash on hand 

■ money in your current account 

■ money you are owed 

■ furniture 

■ vehicles 

total assets = total liabilities + equity 



Liabilities include what your company 
owes to other people or your company 
debts. Examples include: 

■ unpaid bills 

■ money you owe on credit cards 

■ loans 

■ VAT you owe 



Equity is the net worth of your company: 
equity = assets - liabilities 



Rock Castle Construction 
Balance Sheet 
As of March 31, 2002 



ASSETS 

Current Assets 
Current /Savings 
Accounts Receivable 
Other Current Assets 

Total Current Assets 



29,451.55 
94,246.05 
93.19 
123,793.79 



Fixed Assets 
TOTAL ASSETS 



43,900.00 
167.693.79 



LIABILITIES & EQUITY 
Liabilities 

Current Liabilities 

Accounts Payable 44,118.16 

Credit Cards 1,129.36 

Other Current Liabilities 2,655.72 

Total Current Liabilities 47,903.24 



Long Term Liabilities 
Total Liabilities 



8,470.96 
56,374.20 



Equity 
TOTAL LIABILITIES 



& EQUITY 



111,319.59 
167,693.79 
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The profit and loss statement 



A profit and loss statement, also called an income statement, shows your revenue, 
expenses, and net profit or loss (that is, income minus expenses), summarising the 
revenue and expenses of your business by category (first income, then expenses). 



Profit and Loss Statement 

» Oct - Dec '97 o 

Ordinary Income £npense 
Income 

Construction 

Labour ► 29,965.75 i 

Materials 35,540.21 

Miscellaneous 3,002.20 

Subcontractors 47,946.63 
Total Construction 



Total Income 

Cost of Goods Sold 

Cost of Goods Sold 
Total COGS 

Gross Profit 

Expense 
Automobile 
Fuel 

Repairs and Maintenance 
Total Automobile 

Bad debt 

Bank Seruice Charges 

Freight & Delivery 

Insurance 

Disability Insurance 
Liability Insurance 
Auto 

Total Insurance 



116,454.79 



116,454.79 



5,651 .38 



140.35 
114.75 



255.10 

33.99 
10.00 
70.00 



150.00 
1,050.00 
825.00 



Page 2 



Your cost of goods sold account always 
appears after income accounts and before 
any other expense accounts, so you can see 
what your net income is before subtracting 
your business's indirect expenses, such as 
utilities and office supplies. 



Net income = income - expenses ■ 





Oct - Dec "97 » 


Interest Expense 

Finance Charge 

Interest Expense - Other 
Total Interest Expense 


-5.65 
539.80 

534.15 


Job Expenses 

Equipment Rental 

Job Materials 

Permits and Licenses 

Subcontractors 
Total Job Expenses 


850.00 
18,395.36 

700.00 
40,099.00 

60,044.36 


Payroll Expenses 
Professional Fees 

Accounting 
Total Professional Fees 


19,780.38 

250.00 

250.00 


Rent 
Repairs 

Computer Repairs 
Total Repairs 


2,400.00 

0.00 

0.00 


Tools and Machinery 
Utilities 

Gas and Electric 

Telephone 

Water 
Total utilities 


1,1 35.00 

154.40 
100.71 
61 .85 

316.96 


Total Expense 


86,854.94 


Net Ordinary Income 


23,948.47 


Other Income/Expense 

Other Income 
Interest Income 
Other Income 

Total Other Income 


93.42 
12.50 
105.92 


Net Other Income 


105.92 


-Net Income 


24,054.39 
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What accounting method should I use? 



Cash versus accrual bookkeeping 

There are two common methods of bookkeeping: cash and accrual. Your method 
determines how you report income and expenses on your tax forms. When you 
begin your business, you need to decide which bookkeeping method to use. 

It's best not to switch to a different accounting system after you choose one. 
However, you can switch between cash and accrual reports in QuickBooks at any 
time, without affecting your accounting. By default, QuickBooks creates reports 
on an accrual basis. To change reports (except a transaction report) to cash basis, 
search the Help index for "Reports: cash vs. accrual." 

Cash basis 

Some small businesses record income when they receive the money and expenses 
when they pay the bills. This method is known as bookkeeping on a cash basis. If 
you've been recording deposits of your customers' payments but haven't been 
including the money customers owe you as part of your income, you've been 
using cash basis accounting. Similarly, if you've been tracking expenses at the time 
you pay them, rather than at the time you first receive the bills, you've been using 
cash basis accounting. 

Accrual basis 

In accrual-basis bookkeeping, you record income at the time you make the sale, 
not at the time you receive the payment from the customer. Similarly, you enter 
expenses when you receive the bill, not when you pay it. Most accountants feel 
that the accrual method gives you a truer picture of your business's finances. 

How your bookkeeping method affects 
QuickBooks 

QuickBooks allows you to enter your transactions the same way no matter which 
method you use for taxes. When you first install QuickBooks, it uses accrual-basis 
accounting by default. For example, it shows income on a profit and loss 
statement for invoices as soon as you record them, even if you haven't yet received 
payment. It shows expenses as soon as you record bills, even if they are unpaid. 

You can see any report (except transaction reports) on a cash basis by changing 
the reporting preference. (For more information, search the Help index for 
"Reports: cash vs. accrual.") 
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Determining a start date 



New Business 

If your business has no financial transactions yet (that is, you are starting up your 
business at the same time you are setting it up in QuickBooks), your start date is 
today. You can go on to "Information to collect" on page 54. 

Existing Business 

Your start date is the date on which you begin managing your business finances 
in QuickBooks. It determines what information you need to enter in the Interview 
and afterwards. 

For example, you could choose today as your start date, in which case you will 
need to enter how much money you have in each of your accounts and the 
amounts that your customers owe you and you owe your suppliers. Or, you could 
choose an earlier date, in which case you'll also need to enter all the business 
transactions you've made between your start date and today. 

The advantage of choosing today as your start date is that you don't need to enter 
many historical transactions, which saves you time. The advantage of choosing an 
earlier date (and entering your business' historical transactions) is that you'll be 
able to see a lot more detail in your business reports. 

To choose a start date that's best for your company, consider these questions: 

■ When does your company's financial year start? 

■ How close is today to the end of your financial year? 

■ Do you have an accurate balance sheet for your current financial year? 

■ Do you have an accurate profit and loss statement (also called an income 
statement) for your current financial year? 

■ How far back in time are you willing to enter historical transactions (old 
invoices, bills, bank account transactions)? 

■ Will you be tracking payroll in QuickBooks? 

Note: Although you can change your start date later, your start date determines much of your 
setup. It's much easier to decide on the best start date now than change it later. 

If it's almost the end of your company's financial year, consider finishing it using 
your old system of bookkeeping. Then set up your company in QuickBooks with 
a start date of your financial year-end so you can use QuickBooks for the new 
financial year. You'll have the detail for each financial year, and you won't have 
to do a lot of work setting up. 
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If it is not near the beginning of your financial year, decide which is more 
important to you: 

■ Do you want to have full detail in QuickBooks for the current financial year? 
OR 

■ Do you want to enter relatively few historical transactions (covering the 
period between your start date and today)? If you're not going to enter your 
historical information for the full financial year, you may want to choose a 
start date at the beginning of a calendar quarter, especially if you're going to 
use QuickBooks payroll. 

If your business generates a lot of invoices, bills, or cheques, you probably don't 
want to enter more than three months of historical transactions. On the other 
hand, if your business has relatively few transactions, you may be willing to enter 
several months of historical detail. 

Information to collect 

Who owns your business? 

If you have not already done so, start by determining what type of business 
ownership is right for you. 

■ Sole proprietorships: A sole proprietorship is an unincorporated company 
owned by one person. 

■ Partnerships: A partnership is an unincorporated business owned by two or 
more persons. In a partnership, each partner owns a share of all assets and 
liabilities. Each partner may have invested in the partnership, and each 
receives a specified share of profits. Partners do not receive salaries, but they 
may withdraw money against their share of profits. 

■ Limited Company: A limited company is owned by its stockholders. Unlike 
a sole proprietorship or a partnership, a limited company can pay a working 
owner a salary. 

Check with your accountant or Inland Revenue to make sure you understand the 
tax responsibilities for your type of business ownership. 

Other important information you'll need 

The following table lists the information you'll need to complete the EasyStep 
Interview and where to find it. You'll enter most of this information in the 
Interview, but some you'll need after you finish the Interview and are completing 
your company setup. 
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Information you need 



Where to find it 



Company legal name and address. Owner, your accountant, or tax □ 

forms. 

VAT registration number. You must have a registra- HM Customs & Excise. □ 
tion number if you 

■ collect the VAT, or 

■ sell or purchase goods from EC member states. 

The dates of your accounting period: Your records or accountant. □ 

■ first month of your financial year 

■ first month of your income tax year, and 

■ your QuickBooks start date. 

Income tax form your business will file. 
Tip: When the EasyStep Interview asks you, select 
an income tax form. QuickBooks uses this informa- 
tion to associate accounts with tax form lines and 
create tax reports. 

Chart of accounts for your business. 
Tip: If you do not have an existing chart of 
accounts, don't worry. The EasyStep Interview 
helps you choose an appropriate chart of accounts 
for your industry. 

Names of the people in your company who will use See "Working with multiple users" Q 
QuickBooks, and which areas of your financial on page 107. 

records you want them to have access to. 

■ Statements covering your start □ 
date up to today for all bank 
accounts, including current, sav- 
ings, and fixed term deposits. 

■ All uncleared cheques, deposits, 
or other items (credit card 
receipts, for example). 

■ Balance sheet prepared by your 
accountant. 



How much VAT you owe. Accountant or HM Customs & □ 

Excise. 



Your accountant, Inland Revenue, □ 
or tax forms. 



Your accountant or previous book- □ 
keeping method. 



Balances for these types of accounts: 

■ credit card 

■ loan and line-of-credit, and 

■ bank. 
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Information you need 



Where to find it 



□ 



List of types of items you sell (products and ser- 
vices), including: 

■ item number or name 

■ current sales price or hourly rates 

■ the VAT code that is usually associated with the 
item, and 

■ income account for tracking sales of the item. 
For stock only: 

■ Purchasing cost 

■ Quantity in stock 

■ Total value of stock for the item 



Your company records. 



List of customers, including: 

■ Addresses 

■ Contact names 

■ Phone numbers 

■ Outstanding invoices 



Your company records. 



List of suppliers, including: 

■ Addresses 

■ Contact names 

■ Phone numbers 

■ Outstanding bills 



Your company records. 



Value of your assets. 

For fixed assets, you also need the original cost and 
accumulated depreciation. 



Balance sheet prepared by your 
accountant. 



Equity information. 

All the money you have put into the company, plus 
the sum of the retained earnings (the net profit or 
loss) for each year your company has been operat- 
ing. 



Your accountant. 



Payroll information. 



See "Setting up payroll: an over- 
view" on page 153 for details. 
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Starting the EasyStep Interview 



The EasyStep Interview walks you through the process of setting up your entire 
business in QuickBooks. It takes about an hour to complete, but if for some reason 
you need to exit the interview, you can click Leave at any time. The EasyStep 
Interview remembers where you left off. 

Tip: For a list of the questions that appear in the Interview, see the EasyStep.txt file in your 
QuickBooks directory. You can use this list to organise your information for the 
Interview. 

Starting the EasyStep Interview the first time you start 
QuickBooks: 

■ The first time you start QuickBooks, it displays a window with several options. 
One is to create a new company. Choose this option and click OK to start the 
EasyStep Interview. 



Welcome to QuickBooks 2002 Pro 





i 


* 




Create a new 


0nen an 


Convert from 


□ pen a 


company 


existing company 




sample file 



If you don't see this window when you start QuickBooks, 
go to the File menu and choose New Company. 

If you owned an earlier version of QuickBooks, this 
window may look slightly different. 



■ QuickBooks displays the EasyStep Interview window. 
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Opening the EasyStep Interview at other times: 

■ With your company file open, choose EasyStep Interview from the File 
menu. The interview picks up where you left off and you can continue on. 




You can't change information by returning to the EasyStep Interview 
and answering the questions differently. 



If you need to change information you entered in the EasyStep Interview, 
change it directly in QuickBooks. The EasyStep Interview is designed to help 
you with the initial set up of your company file, not for editing it. 



Getting around in the EasyStep Interview 



The tabs along the 
top show topics 
within one section, 

A tick mark 
indicates that the 
topic has been 
completed. 

Click Prev to 
return to a 
previous window 
in the Interview 
and click Next to 
move to the next 
window in the 
Interview. 



General section completed! 

You Iwe completed It ien sctron o! 
Click New lo proceed lo the ne:-:r section 




^"Company I y'Preler 



J y^Stait Date I 



Tell Me More 

Do I have to enter all my historical transactions no 1 .".'? 



31 




The EasyStep 
Interview is divided 
into six major sections. 

A tick mark indicates 
that all the topics in the 
section have been 
completed. 

When you see a More 
button, click it to get 
specific information 
about the question 
being asked in the 
Interview. 



The EasyStep Interview is grouped into six sections. After you complete all the 
sections, your company file contains basic information about your business. 

■ General: Lets you enter company information, choose a chart of accounts 
appropriate for your business, decide on QuickBooks preferences, and specify 
a business start date. 



Complete the General section of the Interview before going on to 
other areas. 

QuickBooks won't know enough about your company to ask the rest of the 
Interview questions unless you fill in your basic company information and 
start date first. 



■ Income & Expenses: Lets you review the income and expense accounts on 
your business's chart of accounts and create new accounts, if needed. 

■ Income Details: Lets you specify whether your business income is from 
services and/or products you sell. Based on the information provided, Quick- 
Books determines which income tracking and accounts receivable features 
you need. 
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■ Opening Balances: Lets you enter information about the customers who owe 
you money as of your start date, suppliers to whom you owe money as of your 
start date, and balances in your balance sheet accounts as of your start date. 

■ Payroll: Lets you enter information like NI numbers and birth date for your 
employees, set how often you will pay them, and set up payroll items (which 
you use to assign rates of pay, and other deductions and additions to pay 
cheques for employees). 

■ What's Next: Describes some common tasks in QuickBooks that you may 
want to complete after you have finished the Interview. 

/|\ Some questions ask you to make a decision that is not easily 

/ • \ reversed. 

When this is the case, you'll see this symbol: / 1\ 



Completing the EasyStep Interview 

The EasyStep Interview asks questions about your business. It uses your answers 
to set up the appropriate accounts and lists and get you started quickly. 



General section 



Welcome 



The General section of the EasyStep Interview allows you to enter some basic 
company information and set some QuickBooks preferences. 

Welcome 

1 On the first screen of the Welcome tab, click Next to begin. 

2 Since you are setting up a new company in QuickBooks — not upgrading a 
company file from a previous version of QuickBooks — click Next to go on. 

3 Read each page of information in the Welcome tab, then click Next. When 
you complete the Welcome section, QuickBooks places a tick mark ^/ on its 
tab and moves to the Company Info tab. 
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J companv I 



Company 

1 Read the first page of the Company Information tab, then click Next. 

2 In the Company Name field, type your company's name and press TAB. 
QuickBooks copies the name you typed into the Legal Name field. 

■ The legal name is the name that your solicitor registers for you. This 
process involves a search for companies using the same name. 

■ In most cases, the company name is the same as the legal name. If you 
plan to use a company name other than your legal company name, it's 
best to seek advice from your solicitor first. 

When you're finished, click Next. 

3 Type the complete address of your company, then click Next. 
QuickBooks will use this address for cheques, invoices, and other forms. 

4 On the "Other Company Information" window, select the first month in your 
financial year. 

5 On the "Your company income tax form" window, select the income tax form 
that your company uses: 

■ Self Assessment Tax Return: Select for individuals, sole trader, or partner- 
ships. 

■ Other: Select for other types of businesses. 

6 Click Next. Now the Interview will help you customise QuickBooks for your 
business and create income, expense, and other accounts for your company. 

Type of Business 

When you set up your company in QuickBooks, you can select a type of business 
that most closely matches your own. That way, QuickBooks can set up a chart of 
accounts tailored to your needs and other options like payment methods, 
customer and supplier types, and payment terms. 

1 In the "Select your type of business" window, select the industry type that best 
describes your company. 

Note: Once you accept the chart of accounts for a certain type of business, you can't 
change to a different type of business, but you can add, change, or delete 
accounts and set QuickBooks preferences for your specific needs. 

2 Read the information about business type you want and click Next until the 
Save As window opens. 

3 Type a name for your company file in the File Name field or leave the default 
name, then click Save. QuickBooks creates a file that contains the company 
information you've entered thus far. 
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4 Examine the income and expense accounts QuickBooks is creating for you to 
make sure they match the way your business works. 

Note: If these accounts don't make sense for your business, click Previous until you 
reach the "Select your Type of Business" window and choose a different type of 
business. 

After you leave the Interview, you can change the name, description, and opening 
balances (opening balance can be changed in the account's register). The 
account currency or retained earnings can't be changed. 

5 Click Yes to accept the preset accounts for your business type or No to create 
your own accounts later in the Interview, then click Next. The "Accessing 
your company" window appears. 

6 On the "Accessing your company" window, enter the number of people who 
need to work with your QuickBooks company file. 

■ If you leave the number at 0 (zero), you've completed this tab and can 
click Next twice to go on to the Preferences tab. 

■ If different people need to work with your company data, when you click 
Next, QuickBooks provides you with information about how you can set 
up your company file to accommodate different needs. Read the infor- 
mation, then click Next twice to go on to the Preferences tab. 

Note: In QuickBooks Pro (only), several users can use your company file at the same 
time through your company's network. For more information, see Chapter 4. 

7 QuickBooks places a tick mark i/ on the Company Info tab to show that 
you've completed it and selects to the Preferences tab. 

ences L Preferences 

1 On this tab, you indicate which features of QuickBooks you want to use. Read 
the information on the "What are your preferences?" window, then click 
Next. 

2 On the "Stock" window, select Yes if your company buys items from a 
supplier, keeps them in stock, and resells them to customers. Otherwise, click 
No. After you've made your choice, click Next. 

Note: Depending on the type of business you chose earlier, you may not be able to turn 
on Stock at this time. If you need Stock and cannot turn it on now, you can do so 
when you leave the Interview. From the Edit menu, choose Preferences. Click 
Purchases & Suppliers, then click the Company Preferences tab, and select 
the Stock and purchase orders are active check box. 

■ If you maintain Stock, select Yes to turn on the stock feature or No to do 
it when you leave the interview, then click Next. 
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3 On the "Enabling Multicurrency" window, select Yes if you deal with foreign 
customers or suppliers in their currency, or No if not, then click Next. 



Multicurrency is a complex feature. Once it is turned on, it cannot be 
turned off. Only turn it on now if you are sure you will need it — you 
can always turn it on later. 

For more information about setting up and using Multicurrency, see "Setting 
up multicurrency" on page 134. 



4 On the "Choosing a Home Currency" window, select the currency denomi- 
nation for the country you live in. Please note that as of 1 January 2002, the 
Irish punt will be replaced by the Euro currency, therefore, if you live in the 
Republic of Ireland, select Euro as your home currency. 

Invoice format 

Tip: Later, you can customise these invoice formats further suit your needs. 

1 Here, you choose the format of invoice that's best for your business. On the 
"Your invoice format" window, select an invoice type: 

■ Product: For businesses that sell goods or products and need fields for 
shipping (for example, a retail store). 

■ Professional: For businesses that sell services and need a lot of room to 
describe them (for example, a public relations consultant). 

■ Service: For businesses that primarily provide services, but that also sell 
some products (for example, an interior design firm). 

■ Custom: For businesses that want to create their own invoice format. 

2 Click Next to go on. 

Other preferences 

1 On the "Employees" window, enter the number of employees you have. Do 
not include owners (likely yourself), your partners (if more than one person 
owns the business), or the subcontractors you hire. Click Next to go on. 

■ If you don't have any employees, you're taken to the next step. 

■ If you have employees and want to use QuickBooks to pay them, you must 
subscribe to the Payroll Service. QuickBooks now asks you if you want to 
sign up now. 

Select Yes if you have subscribed or want to do so, or No to either 
subscribe at a later time or to not subscribe. When you've chosen, click 
Next. 

Yes The "Important Payroll Notice" appears. You can enter your 

subscription number or ring the telephone number on your screen 
to subscribe. 
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Note: You cannot sign up for the QuickBooks Payroll Service until you have registered 
your copy of QuickBooks. For more information, see "Registering QuickBooks" on 
page 4. 

No The Payroll features of QuickBooks are not turned on. You can either 
subscribe later or else use an external payroll service to pay your 
employees. If you're using an external payroll service, see "If you don't 
use the payroll feature in QuickBooks" on page 153 for additional 
information. 

1 If you have QuickBooks Pro, select Yes if your company provides estimates to 
customers or No if not, then click Next. 

Yes You can now choose whether you want to use Progress Invoicing. 

Progress invoices are invoices for a percentage of the total owed to you 
based on how much of the work you have completed. They are based 
on the estimate you provided to your customer. 

Select Yes if you want to use progress invoices or No if not, then click 
Next to go on to the next step. 

No If you don't use estimates or progress invoices, go on to the next step. 

3 On the "Time Tracking" window, select Yes if you want to track the amount 
of time your employees or subcontractors work on each project and create 
payments based on time, or No if not, then click Next. 

Yes If you're using QuickBooks, you are reminded that this feature is only 
available in QuickBooks Pro. Click More Info to learn more about 
QuickBooks Pro and how to order it. 
If you're using QuickBooks Pro, go on to the next step. 

No If you're using QuickBooks, the "Tracking Reimbursable Expenses" 
window appears. Here, you can select Yes to track reimbursable 
expenses as income or No to not track them, then click Next to go on. 
If you're using QuickBooks Pro, go on to the next step. 

I On the "Classifying transactions" window, select whether you want to use 
classes or not. Classes are a way to track specific areas of your business. You 
can use them in any way that is meaningful to you, like tracking different 
sources of income and expenses, separating business enterprises, keeping 
departments or properties straight, etc. For example, a contractor might 
classify his or her income and expenses as either residential or commercial 
work. Click Next. 
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5 Some small business owners pay their bills when they receive them. Most 
business owners, however, find it more convenient to pay bills in batches as 
they prefer to keep the cash in the company for as long as possible. 

If you don't pay your bills immediately, QuickBooks can help you keep track 
of what you owe and when it is due with an Accounts Payable account. 
In the "Two ways to handle bills and payments" window, choose what you 
want to do, then click Next. 

■ Enter the cheques directly: You'll pay bills when you get them (no 
accounts payable). 

■ Enter the bills first then enter the payments later: You'll record bills when 
you receive them and pay them later (using accounts payable). 

6 QuickBooks can remind you when it's time to pay bills; print cheques and 
other forms; act on overdue customer accounts; and so on. Each reminder you 
set up appears on the Reminders list. 

Choose how often you want to see the Reminders list, then click Next. 

■ At start up: When selected, the Reminders list appears when you start 
QuickBooks. 

■ When I ask for it: When selected, the Reminders list appears when you call 
it up. 

■ Rarely: When selected, QuickBooks occasionally displays the Reminders 
list for you. 

7 Choose whether to use a cash or accrual basis for your company's reports. 
Most people want to use the same reporting basis and accounting basis. 
This preference does not affect reports that list individual transactions (which 
are always on a cash basis) or VAT Liability reports (which are always on an 
accrual basis). 

In the "Accrual- or cash-based reporting" window, select one of the reporting 
options, then click Next. 

■ Cash: Select this option if you want your reports to show sales as income 
from the moment you receive payment, and bills as expenses from the 
moment you pay them. 

■ Accrual: Select this option if you want your reports to show sales as 
income from the moment you make a sale, and bills as expenses from the 
moment you receive a bill. 

8 You've completed the Preferences section. 

QuickBooks places a tick mark on the Preferences tab to show that you've 
completed it. Click Next to go on to the VAT tab. 
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VAT 

If your company tracks VAT, use this section to turn on the VAT preference, 
specify your VAT registration information, and your reporting basis. 

1 Read the information in the "Value Added Tax" window, then click Next. 

2 In the VAT window, select Yes if your company tracks VAT or No if not, then 
click Next. 

Yes Read the information in the "General VAT Information" window, then 
click Next. The "VAT Information" window appears. 

No Go on to the next step. 

3 In the "VAT Information" window, do the following: 

■ Enter the name of your VAT agency: HM Customs & Excise is the default 
and is the agency in which you remit your VAT. 

■ Enter your VAT registration number: If you have a VAT-registered 
business, type your number here. 

■ Select your VAT reporting periods: From the drop-down list, choose your 
VAT reporting period. 

Click Next. If you didn't enter a VAT registration number, you are given 
another opportunity to enter one here. Click Yes to type your number or No 
to go on to the next step. 

4 In the "VAT reporting basis" window, select the reporting basis type for VAT. 

■ Report VAT on an accrual basis (Standard VAT accounting): Select if you 
account for VAT on the basis of tax invoices issued and received. 

■ Report VAT on a cash basis (Cash Accounting Scheme): Select if you 
account for VAT on the basis of payments received and made. 

Click Next. 

5 In the "Entering your sales figures" window, select how you want QuickBooks 
to work with amounts you enter. 

■ Net: Select if you want to enter invoices or cash sales first, then select a 
corresponding VAT code. 

■ Gross: Select if you want the VAT included in a sale, but also can select a 
corresponding VAT code. 

6 You've completed the VAT section. 

QuickBooks places a tick mark J on the VAT tab to show that you've 
completed it. Click Next to go on to the Start Date tab. 



Completing the EasyStep Interview I 65 



slaltDale I 



Start date 

If you haven't read "Determining a start date" on page 53 yet, you should do so 
now. Your Start Date is the date on which you begin entering all your business 
transactions into QuickBooks. 

1 Read the information in the "Understanding your QuickBooks start date" 
window and click Next, then do the same for the "Information for your start 
date" window. 

2 Type your start date or click Ji] to select it from the QuickBooks calendar, then 
click Next. 

3 You have now completed the General section. QuickBooks places a tick 
mark ^/ on both the Start Date tab and the General section to show that 
you've completed them. Click Next to go on to the first tab of the Income and 
Expenses section. 



Income & Expenses section 

This section helps you set up additional income and expense accounts in your 
business' chart of accounts, if you need them. QuickBooks sets some up for you 
when you select a business type in the General section of the Interview. 



Income Accounts 

1 Click Next to begin the Income & Expenses section, read the information on 
the "Income Accounts" window and click Next. 

If earlier in the Interview you chose a business type that doesn't include an 
income account, you're prompted to do so now. 

2 On the "You must set up some income accounts" window, read the text and 
then click Next. 

3 On the "Adding an income account" window, type the name you want to give 
your income account. 

4 On the "Here are your income accounts" window, select Yes to add more 
income accounts to the list shown or No if not, then click Next. 

Yes Type the name of the account you want to add, then click Next. The 
"Add another income account" window appears. Select Yes to add 
another account as you just did or No if you don't want to. 

No Go on to the next step. 

5 Click Next to finish this tab. QuickBooks places a tick mark on the Income 
Accts tab to show that you've completed it. Click Next again to move to the 
Expense Accts tab. 
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Expense Accounts 

1 On the "Expense Accounts" window, select More Details if you want addi- 
tional information on expense accounts or No if not, then click Next. 

More Details Read the information in each of the next two windows, 
clicking Next in each one to move on. 

No Go on to the next step. 

2 On the "Here are your expense accounts" window, select Yes to add more 
expense accounts to the list or No if you don't want to, then click Next. 

No Go on to the next step. 
Yes Enter the following: 

Account Name: The name of the account you want to add. 

This is a subaccount: If this account is to be subaccount of an account 
you already created, select this option. 

Parent account: If this account is a subaccount of an account you 
already created, choose the main ("parent") account from the drop- 
down list. 

Click Next, then select Yes to add another account or No if not. 

3 Click Next to finish this tab. QuickBooks places a tick mark if on both the 
Expense Accts tab and the Income and Expenses section to show that you've 
completed them. Click Next to go on to the next section. 



Income Details section 

The Income Details section is where you tell QuickBooks how to track the items 
or services you sell and the money you collect from your customers. 

J Introduction [ | ntroduct i on 

1 Click Next to begin the Income Details section, then read the information on 
the "Income Details: Introduction" windows and click Next. 

2 On the "Receipt of payment" window, select how often your customers pay 
you in full at the time of the sale. 

■ Always: Select if your customers always pay you in full at the time of the 
sale and you don't need QuickBooks to track how much they still owe you. 

■ Sometimes: Select if your customers sometimes pay you in full at the time 
of the sale and you need QuickBooks to track how much they still owe 
you. 

■ Never: Select if your customers never pay you in full at the time of the sale 
and you need QuickBooks to track how much they still owe you. 
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3 Click Next. 

■ If you selected Always, go on to the next step. 

■ If you selected Sometimes or Never, QuickBooks asks if you want to 
provide reminder statements to your customers showing their recent 
transactions with your company and their balance. 

Select Yes to provide reminder statements to your customers or No if not, 
then click Next. 

4 QuickBooks places a tick mark ^ on the Introduction tab to show that 
you've completed it. Click Next again to move to the Items tab. 



Items I Items 




Check the information you enter in this tab carefully before you click 
Next. 



You can't return to this tab later to change the information you enter. How- 
ever, after you complete the EasyStep Interview, you can change the informa- 
tion directly in QuickBooks, if you need to. 

1 Read the information on the start window for this tab, then click Next. 

2 If you provide a service to your customers and want to charge for labour, select 
Yes, or No if not, then click Next. 

No Go on to the next step. 

Yes On the "Service Item - Name" window, do the following. 

a) Enter this information, then click Next. 
Item Name: A name for the service. 

Sales Description: A description for your customers. It will appear 
on sales forms such as invoices. 

Sales Price: The price you charge your customers. 

VAT Code: The VAT that applies to this service when you sell it. 

b) On the "Service Item: Income account" window, select the income 
account that is to receive the money you charge customers for this 
service, then click Next. 

If you're using QuickBooks, select Yes to add another service item 
as you just did or No if not, then click Next go on to the next step. 




If you're using QuickBooks Pro, enter this additional information: 
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Subcontracted expenses 

■ If a subcontractor will perform this service for you and you will then 
pass the cost along to your customer, select Yes at the "Subcontracted 
expenses" window, then click Next. Otherwise, select No to set up 
another service item, then click Next. 

Service Items: Purchasing Information 

■ Purchase Description: A description of this service for your subcon- 
tractors. It will appear on purchase forms. 

■ Cost: The rate of pay for your subcontractors. 

■ VAT Code: The VAT that applies when you purchase this service from 
your subcontractors. 

Service Item: Expense Account 

■ Expense Account: Select the expense account to pay out the money 
to your subcontractors for this service, then click Next. 

c) In the "Set up another service item" window, select Yes to add another 
service item as you just did or No to not, then click Next. 

3 If you sell items to customers, but don't keep them in stock, select Yes to set 
up non-stock parts, then click Next. Otherwise, click No. 
This might happen in a few cases: 

■ If you buy something for a specific job for a customer and pass it along to 
him or her straight away, like custom-made kitchen cabinets. 

■ If you make the item you're selling from component parts, like a pizza. 

■ If you buy items and don't sell them again, like office supplies. 
No Go on to the next step. 

Yes Enter the following information. 

a) On the "Non-stock Parts: Sales Information" window, do the following. 

■ Item Name: A name for the item. 

■ Sales Description: A description for your customers. 

■ Sales Price: The price you charge your customers. 

■ VAT Code: The VAT that applies to this item when you sell it. 

b) From the "Income Account" drop-down list, select the income account to 
receive the money you charge customers for this item, then click Next. 

■ If you're using QuickBooks, select Yes to add another non-inventory 
item or No to not, then click Next go on to the next step. 

■ If you're using QuickBooks Pro, enter this information. 
Pro > Products purchased for specific customers 




■ Select Yes if you purchase this item for a specific customer or No to 
set up another service item, then click Next. 
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Non-stock Parts: Purchasing Information 

■ Purchase Description: A description of this item to appear on 
purchase forms. 

■ Cost: The amount you pay for this item. 

■ VAT Code: The VAT that applies to this item when you purchase it. 
Non-stock Parts: Expense account 

■ Expense Account: Select the expense account to use when paying for 
this item. 

c) From the "Income Account" drop-down list, select the income account to 
receive the money you charge customers for this item, then click Next. 

If you want to include incidental charges on your sales forms (like shipping 
charges or finance charges), select Yes to set up Other Charge items or No to 
not, then click Next. 

No Go on to the next step. 

Yes In the "Other Charges: Name and Sales Information" window, do the 
following. 

a) Enter this information, then click Next. 

■ Item Name: A name for the item. 

■ Sales Description: A description for your customers. 

■ Sales Price: The price you charge your customers. 

■ VAT Code: The VAT that applies to this item when you sell it. 

b) From the "Income Account" drop-down list, select the income account to 
receive the money you charge customers for this item, then click Next. 

If you're using QuickBooks, select Yes to add another Other Charge item 
or No to not, then click Next to go to the next step. 

If you're using QuickBooks Pro, enter this information. 

Reimbursement for this Other Charge item 

■ Select Yes if you'll pass this charge along to customers who will then 
reimburse you for it, or No to set up another item as you just did. 

Other Charges: Purchase Information 

■ Purchase Description: A description of this item to appear on 
purchase forms. 

■ Cost: The amount you pay for this item. 

■ VAT Code: The VAT that you pay on this item. 
Other Charges: Expense account 

Expense Account: The expense account to use when paying other 
charges. 

c) Select Yes to add another Other Charge item as you just did or No to not, 
then click Next. 
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5 Click Next to finish this tab. QuickBooks places a tick mark ^/ on the Items 
tab to show that you've completed it. Click Next to go on to the next tab. 

Stock 

1 Read the information on the start window for this tab, then click Next. 

On the Preferences tab of the General section, you told QuickBooks whether 
you wanted to use the stock feature. If you did not use stock, you can turn it 
on now. 

■ Select Skip stock items to leave stock off or I want to set up stock items 

to turn it on, then click Next. 

If you select Skip stock items, you're finished with both this tab and this 
section. You can go to "Opening Balances section" on page 72. 

If you choose to set up stock items, the "Adding an stock item" window 
appears. 

2 Select Yes to set up stock items now or No to not, then click Next. 
No Go on to the next step. 

Yes On the "Stock Item: Sales Information" window, enter the following, 
then click Next. 

■ Item Name: A name for the item. 

■ Sales Description: A description for your customers. 

■ Sales Price: The price you charge your customers. 

■ VAT Code: The VAT that applies to this item when you sell it. 

a) On the "Stock Item: Income Account" window, select the income 
account to receive the money you charge customers, then click Next. 

b) On the "Stock Item: Purchase Information" window, enter the following, 
then click Next. 

■ Purchase Description: A description of this item to appear on 
purchase forms. 

■ Cost: The amount you pay for this item. 

■ VAT Code: The VAT that you pay on this item. 

c) Enter the following, then click Next. 

■ Reorder Point: How many of this item you want to have in stock 
when QuickBooks reminds you to reorder. 

■ Qty on Hand: How many of this item you have in stock as of your start 
date (which you entered in the General section). 

■ Total value as of your <start date>: How much the total quantity of 
this item is worth as of your start date. For example, if you have six 
shirts worth £10 each, the total value would be £60. If you have 
entered the number of units you have on hand and the cost of each, 
QuickBooks fills in this amount for you. 
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d) Select Yes to add another stock item as you just did or No to not, then 
click Next. 

3 Click Next to complete the Stock tab and the Income Details section. Quick- 
Books places a tick mark if on both to show that you've completed them and 
takes you to the Opening Balances section. 



Opening Balances section 



Introduction 



Customers 



In this section, you enter the amounts that customers owe you as of your start 
date, the amounts you owe suppliers as of your start date, and the balances in your 
balance sheet accounts. 

You need to enter these amounts to give QuickBooks an accurate picture of your 
finances so that your reports and accounts are accurate before you start entering 
your daily business transactions. 

Introduction 

1 Read the information in the start window for this tab, then click Next, then 
do the same for the next two windows. 

2 QuickBooks places a tick mark ^/ on the Introduction tab to show that 
you've completed it. 

Customers 

1 Read the information on the start window for this tab, then click Next. 

2 On the "Enter customers" window, select Yes to set up the customers who 
owe you money as of your QuickBooks start date or click No to not, then click 
Next. 

No If you're using QuickBooks and select No, go on to the next step. 

Yes On the "Customer job tracking" window, select Yes to track several 
jobs or projects per customer or No to not, then click Next. 




Check the information you enter here carefully before you click Next. 

You can't return to this tab later to change the information you enter. How- 
ever, after you complete the EasyStep Interview, you can change the informa- 
tion directly in QuickBooks, if you need to. 



If you are not tracking jobs for customers, enter this information, then 
click Next. 

Customer Name: The name of the customer. 

Balance due on start date: The amount that this customer owes you as of 
your QuickBooks start date. 

To add another customer, select Yes or No to not, then click Next. Go on 
to the next step. 
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■ If you are tracking multiple jobs for customers, follow this flowchart. 



Start 



Enter the 
customer's 



Does this 
customer have 
multiple jobs? 

^Yes 

Add the 
customer's 
job. 





Enter the 


No 


customer's 




^ balance owing as 




of your start date. 



Yes 



Add another 
customer? 



You're done! Go 
on to "Suppliers" 
below. 



Enter the balance 
owing for this job 
as of your start 
date. 



t 



Are you 
done adding 
jobs? 

No 



Yes 



Because each customer can 
have more than one job, 
QuickBooks displays a colon 
(:) between the customer's 
name and the job name in 
the CustomenJob field. 



3 You've completed this section. QuickBooks places a tick mark 1/ on the 
Customers tab to show that you've completed it. 



J Suppliers [ SuppI 



lers 

1 Read the information on the start window for this tab, then click Next. 

2 On the "Adding suppliers with open balances" window, select Yes to enter 
suppliers to whom you owe money as of your start date or No to not, then 
click Next. 

No Go on to the next step. 

Yes On the "Adding supplier" window, enter the following, then click 
Next. 



Check the information you enter in here carefully before you click 
Next. 

You can't return to this tab later to change the information you enter. How- 
ever, after you complete the EasyStep Interview, you can change the informa- 
tion directly in QuickBooks, if you need to. 



■ Supplier Name: The name of the supplier. 

■ Balance due on start date: The amount that you owe this supplier as 
of your QuickBooks start date. 

To add another supplier, select Yes or No to not, then click Next. 
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3 You've completed this section. QuickBooks places a tick mark J on the 
Suppliers tab to show that you've completed it. 



Accounts - credit card 

1 Read the information on the start window for this tab, then click Next. 

2 On the "Credit card accounts" window, select Yes to set up a credit card 
account or No to not, then click Next. 

No Go on to the next type of account. 

Yes On the "Adding a credit card" window, enter the name of the credit 
card, then click Next. 

a) Enter this information, then click Next. 

■ Statement Ending Date: Using a recent statement from your financial 
institution, choose a date that is on or before your QuickBooks start 
date. Enter it directly or click m\ to select it from the QuickBooks 
calendar. 

■ Statement Ending Balance: The balance of the credit card on the date 
you picked. 

b) Select Yes to add another credit card as you just did or No to not, then 
click Next. 

Accounts - loans 

1 On the "Loans" window, select Yes set up a loan account or No to not, then 
click Next. 

No Go on to the next type of account. 

Yes On the "Adding a loan (liability) account" window, enter the 
following, then click Next. 

■ Name: The name of the loan. 

■ Unpaid Balance on: The amount owing on the loan as of your Quick- 
Books start date. 

■ Long Term Liability: Select if this loan will take more than one year to 
pay off. 

To add another loan account, select Yes or No to not, then click Next. 
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Accounts - bank 

1 On the "Bank accounts" window, select Yes to set up bank account or No if 
not, then click Next. 

No Go on to the next type of account. 

Yes On the "Adding a bank account" window, enter a name for the bank 
account, then click Next. 

a) Enter this information, then click Next. 

■ Statement Ending Date: Using a recent statement from your financial 
institution, choose a date that is on or before your QuickBooks start 
date. Enter it directly or click Ji] to select it from the QuickBooks 
calendar. 

■ Statement Ending Balance: The balance of the bank account on the 
date you chose. 

b) Select Yes to add another bank account as you just did or No to not, then 
click Next. 

Accounts - assets 

1 Read the information on the "Introduction to assets" window, then click 
Next. 

2 On the "Asset accounts" window, select Yes to set up an asset account or No 
to not, then click Next. 

No Go on to the next type of account. 

Yes On the "Adding an asset account" window, enter the following, then 
click Next. 

■ Name: The name of the asset account. 

■ Type: Select the kind of asset account. 

■ Asset value: Type the value of this asset as of the QuickBooks start 
date that you specified in the General tab. 

To add another asset account, select Yes or No to not, then click Next. 

Accounts - equity 

1 Read the information in the "Introduction to equity assets" window, then 
click Next, then do the same for the next window. 

2 Click Next to complete the Accounts tab and the Opening Balances section. 
QuickBooks places a tick mark on both to show that you've completed 
them and takes you to the Opening Balances section. 
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Payroll section 

Paying employees is a big responsibility, but with QuickBooks it can be easy. You 
have to keep track of hours, salaries and wages, National Insurance numbers, 
holiday and accrual time, bonuses, advances, and company benefits such as 
contributions to personal pension plans. 

If you have never run payroll before, we recommend that you set up payroll 
outside of the EasyStep Interview. Turn to "Setting up payroll: an overview" on 
page 153, which contains detailed information about how the QuickBooks payroll 
features work and how you can make the most of them. 

If you are familiar with using a payroll system, you can use the EasyStep Interview 
to get you going quickly. It guides you through setting up employees, entering 
their year-to-date payroll amounts, establishing their pay frequency and wages or 
salaries, and deducting the appropriate amounts for taxes and other reasons. After 
setting up your payroll system, turn to "Setting up payroll: an overview" on 
page 153 for information about using this feature. 

/|\ Before you can use payroll in QuickBooks, you must sign up for the 
/ • \ Payroll Service. 

If the copy of QuickBooks you purchased included payroll, you are already 
signed up. If not, you must sign up before you can use the payroll features. 

To sign up, from the Employees menu, select Payroll Service. For more infor- 
mation, see "Payroll: before you begin..." on page 152. 



What's Next section 

The final section in the EasyStep Interview helps you configure QuickBooks to 
your liking. Browse through this section on your own. 

■ To leave the EasyStep Interview and save your changes, click Leave. 



After using the EasyStep Interview to set up your company, do not 
return to it to make changes. 

Instead, make any changes you need directly in QuickBooks. Use the informa- 
tion in the Welcome to QuickBooks window and the on-screen Help to adjust 
your company file to your liking. 
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Going on from the EasyStep Interview 



What do I do next? 



When you complete the Interview, the Welcome to QuickBooks window opens. 
This resource helps you get started using your new software. It explains how to get 
around in QuickBooks, how to customise it further for your business, and where 
to get help or more information, if you need it. 



The QuickBooks Tutor is the fastest way to learn the basics of your new software. 
It explains how to get around in QuickBooks, guides you through creating 
customers and items, and lets you practise making sales and receiving payments. 
It takes only 15 minutes to complete and will get you working within QuickBooks 
quickly! 

■ To start the QuickBooks Tutor, on the Welcome to QuickBooks window, click 
QuickBooks Tutor, or from the Help menu, select QuickBooks Tutor. 



Final steps to complete your setup 

Fine-tune your accounts 



QuickBooks sets up a chart of accounts for you during the Interview. Before you 
begin entering transactions, make sure your chart of accounts is complete and 
that it accurately represents how your business works. 

Change account names and edit, delete, or add accounts to make your chart of 
accounts reflect your company's financial activity, if you have to. 

Tip: You can adjust the opening balances of the accounts in your Chart of Accounts, too. 
For more information, see "Adjusting opening balances" on page 80. 



Although you can edit your chart of accounts later if you need to, it's much eas- 
ier to make changes before you start entering transactions. 



Using the QuickBooks Tutor 




It's important to decide on an account structure that meets your 
needs now. 
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Develop and follow consistent account naming and numbering conventions. For 
example, some accountants like you to add a numbering scheme to your accounts: 



1000-1999 
2000-2999 
3000-3999 
4000-4999 
5000-5999 



Assets 

■ Liabilities 

■ Equity 

■ Income 

■ Expenses 



6000-6999 - Other income and expenses 

Adding numbers can help you identify the type of accounts, thereby speeding up 
your account selection on various forms. 



To learn about... 

Changing your chart of accounts 



Search the Help index for. 

■ accounts, adding 

■ accounts, editing 

■ accounts, deleting 



Enter your company's historical transactions 

If you've decided on a start date that is before today's date, you'll need to enter 
past transactions to have complete financial records from your start date forward. 
Then your QuickBooks records will be as complete as if you had started using the 
programme on your start date. 

Enter historical transactions in this order: 

1 Invoices you've sent out since your start date 

2 Purchase orders you've issued since your start date that have not been 
received in full 

3 Cash or cheques you've received since your start date 

4 Bills you've received since your start date 

5 Bills you've paid since your start date 

6 Deposits you've made to any of your accounts since your start date 

7 Any other payments you've made (for things other than bills) since your start 
date 



/|\ The order you enter historical transactions is important. 

- — For example, QuickBooks won't know how to credit a customer payment 
unless you've previously recorded the invoice to that customer. 

Enter transactions in your bank account last, because your accounts payable and 
accounts receivable affect your bank account. By the time you enter all of your 
historical transactions, your cheque register will be mostly up-to-date. 
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To learn about... Search the Help index for. 

Entering historical information historical transactions 



Entering current transactions with historical 
ones 

You don't have to enter all your historical transactions before you start using 
QuickBooks for your current ones. Enter current transactions as they occur so you 
don't get behind. Then catch up with historical transactions when you can. 
Remember, though, that your account balances will be off until you've entered all 
the past transactions. 

If current and historical transactions are related, enter the earlier one first. For 
example, if you receive a payment today for an invoice you have not yet entered, 
enter the invoice first and then use QuickBooks to record the payment. That way, 
QuickBooks links your transactions correctly to each other. 



Entering historical payroll information 

If you are going to use QuickBooks payroll, enter historical payroll information so 
QuickBooks has complete year-to-date records of wages and salaries you've paid. 
QuickBooks needs this information to compute accurate tax information and 
payroll reports. See "Setting up payroll: an overview" on page 153 for more 
information 



To learn about... 

Entering historical payroll infor- 
mation 



Search the Help index for... 

payroll setup, year-to-date amounts 



Entering bank account information 

If you entered all your historical transactions, your current account or savings 
account register already contains entries reflecting bills you've paid, cheques 
you've written for other purposes, and deposits you've received. But there are 
other transactions that you must enter to make your account registers complete: 

■ Cheques or other payments you created before your start date but weren't 
cashed until after your start date (for example, cheques written a few months 
ago but not cashed until recently). 

■ Deposits you made before your start date, but which didn't appear on state- 
ments until after your start date. 

■ Cheques or other payments you made after your start date that were not for 
bills or accounts payable (credit card payments, for example). 
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Deposits made after your start date that were not customer payments. 
Bank charges, fees, or interest paid to your account. 




To learn about... 

Entering information in account 
registers 



Search the Help index for. 

registers, entering transactions in 



Complete your customer, supplier, and item information 

During the Interview, you entered information about customer and supplier open 
balances. Now you need to enter more information, such as addresses, phone 
numbers, and credit limits — though it's not necessary to enter this information for 
all customers and suppliers at once. 

Note: If you use QuickBooks Pro and Symantec ACT! or Microsoft Outlook, you can 

synchronise information about customers and suppliers, such as addresses and phone 
numbers, from your contact manager so that you don't have to re-enter it. To learn 
about synchronising contact information, search the Help index for "contact 
management, synchronising". 

Items are the goods, services, and other things you buy and sell. QuickBooks starts 
a list of items when you go through the Interview, but you'll want to add to this 
list and refine the information you've already entered. 




9 j To learn about. 

Adding a new customer 
Adding a new supplier 
Item types and uses 



Search the Help index for. 

customers, adding 
suppliers, adding 
items, about 



Adjusting opening balances 

After creating your company in the Interview, you may need to enter additional 
opening balances or make adjustments to the account balances you've entered. 

To adjust an opening balance for an account: 

1 From the Lists menu, choose Chart of Accounts. 

2 Double-click the account that should have an opening balance. 

3 Click anywhere on a blank entry at the end of the register. 

4 Change today's date to your QuickBooks start date. 

5 Leave the Ref and Payee fields blank. 
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6 Enter the opening balance amount. 

■ For bank accounts, enter the amount in the Deposit column. 

■ For asset, liability or equity accounts, enter the amount in the Increase 
column. 

■ For credit card accounts, enter the amount in the Charge column. 

7 In the Account field, choose Opening Bal Equity from the drop-down list. 

Note: If you have not entered an opening balance for any of your accounts, you will have to 
create an Opening Bal Equity account. 

8 Click Record. 

These accounts may also need adjusting: 

■ If you collect VAT, record the amount you owe as of your start date. 

If you have entered your historical invoices and purchases, do not include the 
amount you owe since your start date (as the VAT you collected is included 
on them). 

Instead, check whether you owe more than the invoices cover, and if so, 
adjust your VAT liability accordingly. For more information, see "Setting up 
VAT tracking" on page 120. 



To learn about. 



Search the Help index for. 



Recording the VAT you owed as VAT, historical data 
of your start date 

Adjusting your VAT liability VAT, adjusting 



■ Adjust the Uncategorised Income and Uncategorised Expenses accounts (if 
you're using accrual-basis accounting). 

When you enter unpaid opening balances for customers, QuickBooks assigns 
the income to an account called Uncategorised Income. Similarly, when you 
enter unpaid balances owing for suppliers, QuickBooks assigns the expenses 
to the Uncategorised Expenses account. 

If you keep your books on a cash basis (you record income when you 
receive payment), QuickBooks does not show these two accounts on your 
profit and loss statement until a customer makes a payment, which is the 
expected behavior. You do not need to make any adjustments. 
If you keep your books on an accrual basis (you record the transaction 
when you make a sale or incur an expense), QuickBooks does show these two 
accounts on your profit and loss statement as of your start date. Your 
accountant may want you to make an adjustment so that the income from all 
invoices and the expenses from all bills before the start date are also tracked 
on an accrual basis, regardless of whether payment has occurred. Ask your 
accountant whether this situation applies to you. 
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To learn about... 

Adjusting for Uncategorised 
Income and Uncategorised 
Expenses 



Search the Help index for. 

■ Uncategorised Expense account 

■ Uncategorised Income account 



Adjust for current income and expenses if your start date is not at the 
beginning of your financial year. 

If you set up your company in QuickBooks with a midyear start date and you 
know what your income and expenses are from the beginning of your 
financial year to your start date, you can enter adjustments for them. Then, 
when you create a profit and loss statement in QuickBooks, it will be accurate 
from the beginning of the financial year to any date after your start date. 
To get this information, have your accountant create a year-to-date profit and 
loss statement (also called an income statement) for your current financial 
year through your start date. 



To learn about... 

Adjusting income and expenses 
for midyear setup 



Search the Help index for.. 

adjustments, income and expenses 



Distribute earnings and equity from before your start date. 
After you have entered all of your opening balances and made other adjust- 
ments, you may want to distribute the amount in your Opening Bal Equity 
account to other equity accounts if you want to identify retained earnings or 
the equity of several owners. 



To learn about... 

Distributing earnings and equity 
from before your start date 

Equity carried over from previous 
financial periods 

Moving the amount in the Open- 
ing Bal Equity account to other 
equity accounts 



Search the Help index for. 

Opening Bal Equity account 

equity, retained earnings from 



equity, transferring from Opening 
Bal Equity 
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Things to consider after your company file 
is set up 



Create reports to check your setup 

After you've finished setting up your company in QuickBooks and making any 
adjustments, create reports to check that QuickBooks has the right numbers. 

In both QuickBooks and your former accounting system, create a profit and loss 
statement and a balance sheet. Each report should cover the beginning of your 
financial year through to your QuickBooks start date. For example, if your 
financial year began on 6 April and your start date was 1 September, create reports 
that cover 6 April to 1 September. 

Both reports should show the same balances for your accounts. 

Maintain your previous accounting system 

If your business existed before you began to use QuickBooks, make sure you keep 
your previous accounting system complete in case Inland Revenue requires 
information from your previous years of business. 

You should keep any software and the hardware your former accounting system 
requires — or have printouts of all the information and accounting reports. 

If you have more than one company file 

If you use QuickBooks with more than one company, and therefore have more 
than one company file, you should keep them all in the same directory. 

If you update QuickBooks, download tax tables, receive tax alerts, and so forth, 
you may have to download multiple copies of the new information if the 
company files are in different directories. 

Connect QuickBooks to the Internet 
What you need 

Your PC must be connected to the Internet through an Internet Service Provider 
(ISP). Your work PC may be connected through a local area network (LAN). If you 
can read e-mail or browse the Web, you are connected to the Internet. 
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Why connect QuickBooks to the Internet? 

You don't need Internet access to use QuickBooks, but the ability to "go online" 
can easily double the power and flexibility of your software. It allows you to take 
advantage of Internet-only features in QuickBooks. 

Consider these additional possibilities: 

■ Explore other opportunities with QuickBooks' connected services 
From the Company menu, select Business Services Navigator. 

■ Receive QuickBooks updates 

Download and install QuickBooks software updates as they become available. 

■ Download tax table information 

If you've signed up for the Payroll Service, you can download the latest tax 
tables. 

If you are a new user 

If you are a new user, you are prompted to register QuickBooks, and if you choose 
to do so online, QuickBooks helps you set up your Internet connection. It's a good 
idea to register as soon as you can so that you can begin using all of the 
QuickBooks online features. 

Note: If you did not register your copy of QuickBooks immediately after installation, you can 
do so at any time by choosing Register QuickBooks from the File menu. (If you do not 
see Register QuickBooks under the File menu, that means you have already regis- 
tered.) 

If you are an upgrader 

If you owned a previous version of QuickBooks, QuickBooks 2002 uses the same 
Internet settings as your previous version. If you have changed your Internet 
Service Provider between then and now, or switched from using a modem to using 
a direct connection (for example, cable or DSL), you can change your settings 
manually. 

To Set up an Internet connection: 

1 From the Help menu, choose Internet Connection Setup. 

If you have not used QuickBooks on your computer before, then the first time 
you go online (for example, to register your software), QuickBooks automati- 
cally launches the Internet Connection Setup wizard. 

2 Follow the onscreen instructions. Click Next to move through the screens. If 
you need help at any time, click Help. 

3 Click Done. 
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Changing an Internet connection 



If you already have a connection to the Internet, you can modify the connection 
settings. You can also set up other ways QuickBooks can connect to the Internet. 
Doing so gives you an alternate way to connect to the Internet if your regular 
connection is down for some reason. 

To change your Internet connection: 

1 From the QuickBooks Help menu, choose Internet Connection Setup. The 

Internet Connection Setup displays. 

2 Select Use my computer's Internet connection settings to establish a 
connection when this application accesses the Internet. 

3 Click Next. 

4 In the Connection Setting window, click Advanced Connection Settings. The 

Internet Properties dialogue box appears. 

5 To create a new dial-up networking connection, click Add. 

Follow the onscreen instructions; click Next to move through the screens. 
Each Internet connection profile you create, is listed on the first screen of the 
Internet Connection Setup. 

If QuickBooks doesn't detect your Internet connection (for example, you're using 
certain versions of AOL or CompuServe), try the following: 

■ Close QuickBooks, then connect to your Internet Service Provider (ISP). 

■ When you have successfully connected to the Internet, reopen Quick- 
Books. 

■ Go to the Internet Connection Setup, and on the "How do you want to 
connect to the Internet? screen, select Use my computer's Internet 
connection settings to establish a connection when this application 
accesses the Internet. 

Once you have told QuickBooks that you have a direct connection, you should be 
able to access QuickBooks' Internet features by connecting to your ISP before 
opening QuickBooks. 



Things to consider after your company file is set up I 85 



Update QuickBooks to the latest release 



From time to time, Intuit provides updates to QuickBooks that are available for 
downloading from the Internet. These updates might be: 

■ A maintenance release, which Intuit creates when a problem is discovered and 
fixed after QuickBooks is delivered to customers. 

■ A new feature or service. 

■ Timely information that is relevant to your business. 

Some updates require you to exit QuickBooks before the new information goes 
into effect. In these cases, when you exit QuickBooks, it displays a message asking 
if you want to install the update. If you choose Yes, QuickBooks closes and installs 
the update. If you choose No, QuickBooks closes without installing the update. 

Tip: If you do not have a company file available, but want to update QuickBooks, open one 
of the sample data files included with QuickBooks, then update the software as you 
normally would. 

If you signed up for the QuickBooks Payroll Service, QuickBooks checks for new 
tax tables whenever you check for other updates to your software. 

Getting updates from the Internet 

In QuickBooks, the Update QuickBooks window gives you a convenient way to 
download updates from the Intuit server to your computer. 

To download an update, you need to have set up QuickBooks to work with an 
Internet connection (see "Connect QuickBooks to the Internet" on page 83). 

There are several ways to update your version of QuickBooks through the Internet: 

■ Automatic Update: This option prompts you when a new release is available 
for your version of QuickBooks. If you choose to update when prompted, 
QuickBooks downloads the necessary files to your computer via the Internet 
in the background, with little impact on your computer's performance. 

■ Manual Download: With this method, you decide when to download an 
update via the Internet to your computer. You can use this method at any 
time — even if your computer is set up to download updates automatically. 

■ Multiuser Update: When updating multiple users, the new update is down- 
loaded via the Internet, or a CD, to a local server for each user to then 
download to their computer. 
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Automatic updates 

By default, QuickBooks is set to receive updates automatically. QuickBooks 
periodically checks the Intuit server for new updates, and downloads the 
information gradually at times when your open Internet connection is not being 
used by another process or application. 

Some of the advantages of this method include the following: 

■ You can download updates without interrupting a QuickBooks session or 
other tasks you perform with your computer. 

■ You can download updates whether or not QuickBooks is running (as long as 
your computer is connected to the Internet). 

■ You can disconnect from the Internet at any time. When you reconnect to the 
Internet, QuickBooks resumes downloading at the point it was previously 
halted. 

To turn off Automatic Update: 

1 From the File menu, select Update QuickBooks. 

2 Select Options. 

3 Click Off for Automatic Update. 

4 Click Save. 

5 Close the Update QuickBooks window. 

Manual updates 

If you choose to manually update QuickBooks, you should check for updates 
about once a month. With this method, QuickBooks only begins the downloading 
process once you click Get Updates in the Update QuickBooks window. 

Download times for updates vary depending on the speed of your Internet 
connection, the size of the update file(s), and the amount of traffic on the 
Internet. After QuickBooks downloads an update, the programme installs the 
necessary files to the correct directories or folders on your computer. 

To perform a manual update: 

1 From the File menu, choose Update QuickBooks. 

2 Click Update. 

3 Select the updates you want to download by ticking the check box next to the 
update name. (A tick mark means the update is selected.) 

4 Click Get Updates. 

Note: Manual updates can also be performed when the Automatic Update option is turned 
on. 
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Once the download process is complete, QuickBooks displays the date and time of 
the download in the Last Checked column. In the File Received column, 
QuickBooks displays the status of the download. Click the text in the Files 
Received column for additional details about the download. 

Sharing updates among multiple users 

If you use QuickBooks Pro in multi-user mode, you need to install maintenance 
releases on each computer that has QuickBooks Pro installed on it. 

You can either connect to the Internet from each computer that has QuickBooks 
installed on it, or you can download the update to one computer on your network 
and share it (for example, if one or more users don't have Internet access). 

QuickBooks sets up a shared location to which updates are downloaded. Then, if 
any user in a multi-user environment downloads and installs an update, 
QuickBooks detects it and prompts each of the users — as they exit the 
programme — to install the new version. 

To share updates, you need to be sure that all your users can access the location 
on your network where the updates are downloaded: 

■ All of the QuickBooks computers must be properly networked. 

■ Each computer must be configured to share files across the network. 

Finally, all QuickBooks Pro users on your network must complete the following 
steps: 

To change the download location: 

1 Open the shared company file. 

2 From the File menu, choose Update QuickBooks. 

3 Click Options. 

4 In the Options windows, click ON for the Share Download option. 

5 Click Save. 

Updates from a CD-ROM 

If you don't have Internet access, you can have an update mailed to you on a 
CD-ROM (fees may apply). For more information, contact Customer Service (see 
page 240). 

When you receive the CD, install the update as you would install any other 
software. 

Before installing from a CD... 

1 Write down your QuickBooks registration number in case you need it later. 
■ To find it, select About QuickBooks from the Help menu. 

2 Back up your company file(s). 
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To install your QuickBooks update: 

1 Shut down all open programmes, including QuickBooks and any virus 
protection software you may have. Some virus protection programmes can 
interfere with the installation. 

2 Insert the CD-ROM in your computer's CD-ROM drive. 

3 Open Windows Explorer and select the correct CD-ROM drive. 

4 Open the folder that matches the version of QuickBooks you are currently 
using. 

5 Double-click Setup.exe and follow the instructions on your screen. 

6 Review the Readme.txt file on your CD-ROM. It contains important infor- 
mation about how your software is affected by this update, and what you 
should do next. 

Set number, currency, time, and date formats in 
QuickBooks 

Your settings in the Regional Options of Microsoft Windows affect how 
QuickBooks displays numbers, currency, time, and dates. 

To check your Windows Regional Options settings: 

1 From the Windows Start button, select Control Panel. 

2 Choose Regional Options or Regional Settings, depending on the version of 
Windows you're using. 
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know to work in 
QuickBooks? 



102 This chapter explains the basics of using 

QuickBooks, so you can get up and running 
quickly. Once you know how to get around in 
QuickBooks and where to go for more 
information, you'll learn how to use the features 
of QuickBooks that require additional setup, like 
backing up and restoring data, allowing different 
users to access your company file, collecting VAT, 
and linking your accounts to tax lines. 
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Getting around in QuickBooks 

QuickBooks gives you many ways to get to the information or feature you want. 



Learning basic features in minutes 

The fastest way to get started in QuickBooks is to practise with the QuickBooks 
Tutor. 

This interactive tutorial lets you practise common tasks without affecting the data 
in your company file. You can complete it in 15 minutes, and when you do, you'll 
be able to navigate in QuickBooks, set up customers and items, make sales, and 
receive money. 

To start the QuickBooks Tutor, select QuickBooks Tutor from the Help menu, or 
select it in the Welcome to QuickBooks window. 

About the Getting Started window 

When you first open QuickBooks, the QuickBooks Getting Started window 
appears. It lists the steps you need to complete to finish setting up your new 
company file, tells you how to find the information you'll need while you're 
working, and gives you some useful tips on managing your business. 
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QuickBooks also provides information about resources for your business, product 
information and news, and how to get help, if you need it. Look under the Help 
menu for these options. 
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Navigating in the working area 

QuickBooks makes it easy to access the feature or information you want. There are 
several ways to get around in most areas of QuickBooks — just choose the one that 
best fits your work style. Also, many parts of QuickBooks, such as the Icon bar, are 
customisable to fit the needs of your business. 



The customisable Icon - 
bar gives you one-click 
access to the features 
you use most. 



Navigators are an easy 
way to work in one area 
of QuickBooks. 



As you use QuickBooks 
the Open Windows list 
keeps track of the open 
windows you're working 
in. 

Each Navigator shows the 
tasks for one area of your 
business. 
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Customer Navigatj 



Customers 




The Customer Navigator, shown here, contains customer-specific tasks 
like creating an invoice. For more on the Navigators, see page 97. 




Moving between windows 

If you'd like to be able to see multiple windows open at the same time, from the 
View menu, select Multiple Windows. 

QuickBooks maximises your workspace by displaying one window at a time at its 
full size. Because QuickBooks keeps a list of the windows you have open, you can 
quickly switch between windows as you work. 



To learn about... 

Customising and using the Icon 
bar 

Displaying the navigators 

Displaying and using the Open 
Window list 

Showing, hiding, or customising 
items on the QuickBooks desktop 



Search the Help index for. 

Icon Bar 

navigators 

windows, list of open 
desktop 
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Using lists, forms, and registers 



When you're working in QuickBooks, you'll spend most of your time using a form, 
a list, or a register. Since these are so basic to QuickBooks, take a few minutes to 
become familiar with them. 



Using lists 

Lists store information about customers, suppliers, employees, items or services 
you sell, and so on. They save you time and help you enter information 
consistently and correctly. 

You fill out most QuickBooks forms by selecting entries from a list. For example, 
when you're filling out an invoice form, you select a customer name from the 
Customenjob list. QuickBooks then fills in the customer's name, address, payment 
terms, and other information. 



This list 
includes each 
customer and 
job and their 
outstanding 
balances. 

An "X" beside - 
an item means 
it is inactive. 
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Use the menu buttons at the bottom of lists for 
a variety of tasks: creating new entries, editing 
existing ones, creating reports about items on 
the list, and using them in transactions. 



To re-sort the list by name or 
type, click the column header. 

■ You can create notes 
on many lists. 

• To show the items marked 
"inactive," select Show All. To 
hide these items, clear the 
check box. 



Using forms 

You record most of your daily business transactions on a QuickBooks form, which 
looks just like the paper forms you're used to. After you fill it in, QuickBooks does 
the accounting. 



94 I Chapter 5 QuickBooks basics 



^Previous ^[>Next 



^History [1] Journal 



Bill C Credit 



Date 31/Q3/20D1 



Discount Date 
Terms 30 Days 



Amount Due 
Ref. No. 



Memo |~ 



Expenses 


£100.00 | Items 




ED-DO | V Amts inc VAT 


Account 


VAT 


NetAmt 


VAT Ami 


Memo 


CustomerJob fejj 


Utilities: Gas and E.. 


S 


35.11 


14.89 








Totals 




85.11 


14.89 




1 





When you record a bill and 
then write a cheque (using the 
Pay Bills window) to pay forthe 
business expense, QuickBooks 
enters transactions in your 
accounts payable register to 
showthe expense you incurred 
and the payment you made. 

It also records the cheque in 
your current account, keeping 
your records up to date and 
providing an ending balance of 
what you owe at any time. 



Using registers 

Just as you use the paper cheque book register to see a record of all the transactions 
in your current account — cheques you've written, withdrawals you've made, and 
deposits — QuickBooks uses electronic registers to record the activity in its 
accounts. The register shows every transaction for that account, as well as the 
account balance. 

Although you usually would use forms for entering and viewing transactions, you 
can also do so directly in registers. Here's an example of the register for an 
accounts receivable account. 
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shows 
information 
about invoices 
written to 
customers — 
the date of the 
invoice, the 
date it's due, 
the name of the 
customer, and 
the amount. 
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It also shows 
payments you've 
received against 
your invoices. 

At the bottom-right 
of the register, you 
see an ending 
balance as it is 
referred to in 
QuickBooks, of all 
your accounts 
receivable, so you 
always know how 
much you're owed. 



For foreign accounts, registers show their transaction 
amounts in the currency denomination of the account. 
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Where to learn more about using 
QuickBooks 

QuickBooks provides a variety of ways for you to obtain useful information and 
answers to your questions. If you are having a specific problem and prefer person- 
to-person assistance, see "QuickBooks Technical Support" on page 242. 

Finding step-by-step instructions 
How do I? menus 

Throughout QuickBooks, you'll find windows with a How Do I? drop-down menu 
in the upper-right corner. These menus provide quick access to information and 
instructions for the window you're working in. 



Payments !□ Deposit 



Selecl the payments you want to deposit, and then click OK. 
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On-screen help 

To get explanations about features of the window you're working in, press F1 or 
the Help key on your keyboard or choose Help on this window from the Help 
menu. 

To find instructions on a particular subject, choose Help Index from the Help 
menu and type the subject you want to find. 




The Help Index has an automatic 
scroll feature. Note in this 
example, typing only "reimb" 
brought up the desired results 
(that being, reimbursable 
expenses). 

You can also see the special 
"troubleshooting" topic. 
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Finding industry-specific information 



QuickBooks comes with a collection of information that's customised for various 
industries. In it, you'll find specific information about how to set up and best use 
QuickBooks for your type of business. 

To view the industry-specific information: 

1 From the Help menu, choose Using QuickBooks for Your Type of Business. 

2 Click an industry name in the window that appears. 

3 Click the topic that interests you. 

4 To print a topic, click Print. 



Exploring QuickBooks with a sample company 



Use the sample company that comes with QuickBooks to get familiar with the 
software: explore the features, enter test data, and run reports. 

To view the sample company 

1 From the File menu, choose Open Company. 

2 In the Open a Company window, choose sample.qbw. 



Getting information through the Internet 



You can use the QuickBooks Web site (http://www.quickbooks.co.uk) to browse 
for answers to questions about QuickBooks or Intuit. 



Getting information about your company 



Navigators are the best starting point to see how your company is doing at a 
glance. They gather information from your QuickBooks data and display it in one 
location so you can manage your business more effectively. There are eight 
navigators: 



■ Company 

■ Customers 

■ Suppliers 

■ Employees 



■ Banking 

■ Business Services 

■ Reports 

■ Help & Support 
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Click these icons 
for quick access to 
features you use to 
manage all your 
customers. 



Use this drop-down 
list for convenient 
access to reports 
you've added to the 
memorised reports 
list. 




To learn about... 

Using the Company Centre 
Using other QuickBooks centres 
Decision Tools 



Search the Help index for. 

Company Centre 
centres 
decision tools 



Creating reports 

QuickBooks provides a wide variety of preset reports and graphs designed to give 
you quick and easy access to your company's information. In addition, you can 
create your own customised reports that have a different look and layout as well 
as scope of information. 



Finding the right report 

With the Report Finder, you can quickly review and choose among the many 
preset reports that QuickBooks provides. To help you choose an appropriate 
report, the Report Finder displays a sample of each report, as well as a summary of 
what the report conveys about your business. 

To get to the Report Finder, go to the Reports menu and select Report Finder. 
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Choose a report -» 
category and view 
a general 
description of 
your choice. 



The specific 
reports available 
in the category 
you selected are 
listed here. 



Report Finder 



I V How Do I? I 



Select a type c-l report 



|Com| ianv & Financial 
Select a report. 



Profit E. Loss Detail 
- rotii I. Loss ' ■ lofMparlsoi'! 
■': :iiit I .. : ss P:i_;v "i'c:sr impel:-! 
J roriU LossbyJob 
Profit & Loss by Class 
Income by Customer Summary 
Income by Customer Detail 
Expenses by Vendor Summary 
Expenses by Vendor Detail 
Income and Expense Graph 
Balance Sheet Standard 
b sialics- S'?!& ' O'A'i 
alance Sheet Summary 

Se! the date range. 



~ ■»! These reports provide 
company. 



.iboul Ihe liri.ani::i.al position ol your 



pfhis Month-to-date 
From To 
|01/QS72000 H| |2D/D3/2DDQ 

Modify Report... | 



Labour 

■ : - ft! . f! ■■ 
Subcontractors 
Total Construetior 
Total Income 
Gross Profit 

Job Expenses 
Equipment Re 
Job Materials 

Total Job Expen; 

Net iriOOfY!-: 



{m. ?'.■ 



What iioull learn 

How much money did I make or lose over a specific period of time? 



Display | 



J. 



J 



• View a thumbnail 
picture with sample 
data to get an idea of 
a report's content. 
You can customise a 
report before or after 
you generate it. 



QuickBooks provides details about a report's content to help you 
decide whether the report is appropriate for your needs. 




To learn about. 

Finding a report 
Creating a report 
Preset reports 



Search the Help index for. 

reports, finding 
reports, creating 
report types, all 



Customising the look of a report 

Most reports can be customised for unique presentation of your data. For example, 
you can do the following: 

■ Change the typeface (font) and how numbers display 

■ Add or remove columns and adjust their width 

■ Create or change subtotal lines 

■ Change the sort order of transactions 
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Click Modify Reportto 
customise a report for 
your needs. 



Each tab covers 
different 
aspects of the 
report. For 
example, this 
tab allows you 
to choose the 
columns you 
want to display. 



.Modify Report... 



Excel... | Hide Header | 



Dales |D 



120/03/2000 H|Soil By \ 



10:56 PM 



Turner Hardware & Construction Ltd 
Unpaid Bills Detail 

As at 20 Match. 2002 
Type * Date ° Hum ° Due Dale ° Ageing < 



Modify Report: Unpaid Bills Detail 



Display 

Report Date Range 



Dates ] Today ^] Today only 

From 1 20/03/2000 o| To 1 20/03/2000 d{ 



Columns 



■/(left margin) 

Trans no 
•/Type 

Entered/Last Modilied 

Last modified by 
•/Date 
•/Nurn 

P.O. no 

Name 

Source Name 

Memo 

Ship Date 

DelivDate 

FOB 

Via 



Sort by 
Sort in 



| Default 

(*■ Ascending order 
C Descending order 



Tick the names ol the columns that you 
want to appear in the report. 



75 00 
75.00 



After you have customised a report, you can save the settings for future use. Saving 
report settings is called memorising. The next time you run the report, 
QuickBooks recreates the format of the report, but uses your latest financial data. 

When you memorise a report, QuickBooks adds it to the Memorised Report List. 
To display this list, from the Reports menu, choose Memorised Reports, then 
choose Memorised Report List. 

Tip: If you're using QuickBooks Pro and Microsoft Office and want even more control over 
your data, you can export reports to a Microsoft Excel spreadsheet by clicking Excel. 
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Changing the scope of information in a report 

Creating your own version of an existing report can also include filtering, or 
changing the scope of the information that displays on a preset report. 



We encourage you 
to explore the 
extensive list of 
filters. 

Your options here 
include filters for 
data you entered 
in your custom 
fields. 



Modify Report... 



MsmorEB, PrinL . Excel 



Dates ]D 



1 20/03/2000 H| Past due H Sort By | Default 



11:03 PM 



Turner Hardware & Construction Ltd 
Collections 

As of 20th March 2000 



Modify Report Collections 



2£j 



f-Orti Ns.JiYihef* 



Amount 
Date 
! ! r~>:: 
Ms • 10 
\s 

Number 

TransaclionType 



Account 

[All accounts receivable j^J 
Include split detail? 
t? No 

r Yes 

f " For detail accounts matching 

|AII accounts 



Account Filter 

Choose the types of accounts or a specific account from 
the drop-down list. Indicate whether or not you want split 
detail to appear in the report [Balance Sheet accounts 
only). 



Filter 


Set to 


Account 




Date 


Today 


Ageing 


> 1 


Due Date 


Ci^oiii 


Paid Status 


Open 



Remove Sele< tec 



ring ° Open Balance 



1 ,341 .39 
1 341 3 ; 



! 433 75 
1 439 75 




To learn about... 

Changing date ranges 

Customising a report 

Adjusting, adding, or deleting 
columns on a report 

Tailoring the data in the report 
(filtering) 

Changing headers and footers 



Search the Help index for. 

reports, dates in 

report customisation 

report customisation, columns 

reports, changing the scope of 

report customisation, headers 
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What does "Other" refer to on reports? 

If you use subaccounts, subitems, or jobs, then sooner or later you will see the 
word "Other" on a report: 



Profit and Loss 

October through December 2000 

* Oct - Dec "00 



Expense 
Automobile 
Fuel 

Repairs and Maintenance 
Automobile - Other 
Total Automobile 




The £18.45 expense for Automobile- 
Other is for the Automobile main 
account and not for either of the 
subaccounts. 



QuickBooks shows the word "Other" when you create a report for an account that 
has subaccounts (or items that have subitems, customers that have jobs, and so 
on) and there is a transaction associated with the main account. Generally, if you 
are using subaccounts (or subitems or jobs), you should associate transactions only 
with the subaccounts instead of the master account. 

Tip: To remove the "Other" line or column on a report, double-click its monetary amount to 
see the transaction and adjust it. When QuickBooks displays a report listing one or 
more transactions, double-click each one in turn. In the transaction itself, replace the 
problem name with the correct subaccount, subitem, or job. 



Backing up your company data 

Your data is valuable! No recovery technique can repair all possible file damage or 
protect against theft or natural disasters. 

To guard against and minimise data loss, you should make regular backup copies 
of your QuickBooks company (or companies). In the event of a data loss, you can 
restore your data from the backup. 

You can back up your company file to your hard drive or floppy disks. It's a good 
idea to store at least one recent backup off-site. That way, in case of theft or natural 
disaster, you'll have a copy of your company data in a safe place. If you back up to 
floppy disks, we recommend that you keep multiple backups on different sets of 
disks and that you periodically replace the disks with new disks. 

Note: The QuickBooks Backup command does not simply copy your company data file. 

Instead, it compresses the data into a compact backup file which only QuickBooks can 
open. You can name the backup file whatever you want. 
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Recommended backup routine 



If you use QuickBooks Pro in multi-user mode, you must switch to single-user 
mode to create a backup. For more information on single-user mode, see 
"Working with multiple users" on page 107. 

■ Prepare several sets of backup disks by formatting them fully. The number of 
disks you'll need depends on the size of the company file you're backing up. 

■ Label the disks "QuickBooks Backup Monday," "QuickBooks Backup 
Tuesday," etc. (If your backup requires more than one disk, label the disks 
"Monday, Disk 1," "Monday, Disk 2," and so on.) 

By having one set of backup disks for each business day, you likely won't lose 
more than one day's records if a disaster strikes. 

■ Each day, back up onto that day's disks and keep them in your office. 

■ At least once a week, make a second backup to keep off your premises. 

Alternate between two sets of disks for your weekly off-site backup. If a 
disaster strikes your office, you'll want a reliable record of your data to fall 
back on. 

■ Periodically, replace your backup disks with new disks formatted on your 
machine. Disks are susceptible to damage and should be replaced periodically. 

■ At the end of the financial year, make an archive copy of your data to keep off 
your premises. 



9 ) To learn about. 



Search the Help index for. 



Backing up your company data backups 



Restoring company data 

If you need to restore your company file from a backup, use the Restore command. 
Because QuickBooks backup files are compressed, simply copying the backup file 
to your QuickBooks directory will not give you access to your data. 

Note: If QuickBooks finds a company file with the same name as the one you're restoring to 
a given directory, it asks you whether you want to replace the existing file. 

If you answer "No," QuickBooks returns you to the Restore window. You must then give 
a different name to the restored file, and when the process is finished, you will have 
two different versions of your company data. 

If you are restoring your company file because your computer or hard drive 
malfunctioned, be sure all required repairs are complete and consider reinstalling 
QuickBooks before you proceed. 




To learn about. 



Search the Help index for. 



Restoring your company data restoring from a backup 
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Condensing data 



If your company file has grown very large, you can reduce its size by condensing 
the older transactions that you no longer need much detail about. 

For example, you might condense the transactions your company completed two 
or more years ago, especially if your company file is quite large (more than 75 MB). 
Condensing large company files can sometimes improve the performance of 
QuickBooks. 

When you condense data, you specify an ending date for the period of time you 
want to condense. Transactions dated after your selected ending date are not 
affected. For example, if your ending date is 31/12/01, all transactions dated 
1/1/02 and later remain intact in your company file. 

When you condense your company file, QuickBooks deletes only closed 
transactions. Open transactions are retained. Therefore, to give unpaid bills and 
uncleared transactions some time to complete, it is best to choose an end date that 
is six months or more in the past. 

If you use payroll 

If you use QuickBooks to pay your employees, QuickBooks will not condense 
payroll data for the current payroll year or the previous one. 

For example, if you choose to condense your company file in March, 2002, 
QuickBooks would not condense payroll data from 2002 or 2001. It would 
condense payroll transactions from the date you started using QuickBooks 
through to 31 December, 2000. 



You must keep the archive file the Condense function creates in case 
you need to refer to your payroll transactions during an audit. 

As a business owner, you are required to you keep your payroll transactions 
for seven years. Since an archive file contains your payroll transactions for a 
given period, you must keep it. 

Also, you should make sure you have printed records of your most important 
payroll transactions before you condense your data and create an archive. 
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Examples of transactions that would be 
deleted 



■ If an invoice has been paid in full, QuickBooks deletes the details and includes 
the amount in a summary transaction showing income accounts. Neither the 
customer name nor the items sold are retained. However, if an invoice is not 
printed or is unpaid, partially paid, or marked as pending, QuickBooks leaves 
the invoice in your file so you can apply payments to the invoice. 

■ If you have QuickBooks Pro, condensing deletes only those estimates that are 
dated on or before the ending date and that have a job status of Closed. If an 
estimate has any other job status (Pending, Awarded, In Progress, Not 
Awarded, or None), QuickBooks retains the estimate regardless of its date. 

■ Only if you choose the option in the Condense preferences: if you have paid 
a bill for a reimbursable expense, QuickBooks the a bill regardless of whether 
you have invoiced the customer for the expense. 

Examples of transactions that would be 
retained 

The following table gives examples of the situations that cause QuickBooks to 
retain transactions dated on or before your specified ending date. 

When you follow the steps in the Archive & Condense Data wizard, you'll have 
an opportunity to remove old transactions and unused items to further reduce the 
size of your data file. However, QuickBooks always retains transactions that meet 
the following criteria. 

When QuickBooks 
retains a transaction 
with earlier date 

The transaction is linked to An undeposited customer payment that you 
another transaction that has applied to an invoice. Even though the invoice 
an open balance is paid, QuickBooks retains the invoice 

because it has a link to an open transaction 
(the undeposited payment). 

The transaction is linked to 
a transaction in the current 
year. 



Summary transactions 

The summary transactions that QuickBooks creates appear in the registers of your 
balance sheet accounts (Bank, Accounts Receivable, Accounts Payable, and so on). 

Each balance sheet account has one GENJRNL summary transaction for each 
month in which QuickBooks deleted transactions. The transaction amount is the 
total of the transactions that QuickBooks deleted for the month. 



Example of retained transaction 
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For a given month, the register may also show other transactions that QuickBooks 
did not delete. These are transactions that could be affected by transactions you 
have yet to enter. 

When opening a register, you can spot the summary transactions by looking for 
GENJRNL in the Type field. 

To view a breakdown of amounts by account, select a GENJRNL transaction and 
click Edit. The General Journal Entry window shows the breakdown of amounts 
by account for all summarised transactions for this month. 

Note: You cannot edit a GENJRNL summary transaction. 

How condensing data affects your reports 
Account balances 

After you condense your data, you can still create reports that summarise financial 
activity for the period of time you condensed. For example, if you condense the 
last financial year's data, you can still create profit and loss reports that compare 
last year's results to this year's. This is because QuickBooks adds summary 
transactions to your company file to preserve monthly account balances. 

Transaction detail 

After you condense your data, you won't be able to create reports that show 
daily detail for the period of time you condensed. This is because QuickBooks 
has deleted the individual transactions that would have provided the detail. In 
addition, you won't be able to create reports that show balances for individual 
customers or suppliers over that period of time. 

As a result, the totals for sales revenue on VAT liability reports will be incorrect. As 
a precaution, QuickBooks creates a backup file in case you need access to the 
deleted transactions later. 

Cash basis reports 

After you condense your data, you won't get an accurate cash basis report for data 
that includes a condensed time period. This is because QuickBooks has deleted the 
individual transactions that would have provided the information about whether 
transactions were paid. As a result, the totals will be incorrect. 



To learn about. 



Search the Help index for. 



Condensing your QuickBooks condensing data 

company file 
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Working with multiple users 



In both QuickBooks and QuickBooks Pro, you can set up your company file so that 
different users have different access to features (see "Setting up users and 
passwords" on page 111). 

In QuickBooks Pro (but not QuickBooks), several people can work with your 
company file at the same time, over a computer network. 



Setting up multiple-user networking in QuickBooks Pro 

Each time you install QuickBooks Pro on a workstation on your network, you 
must use a unique Installation Key Code unless you purchased a 5-User Value 
Pack. In that case, each user should use the same Installation Key Code (the one 
that came with the Value Pack). 



If you used the multiple-user feature in an earlier version of 
QuickBooks Pro and you want to continue using them, you must 
replace each copy of your earlier software with a unique copy of 
QuickBooks 2002 Pro. 

Because company files updated by QuickBooks 2002 Pro cannot be read by 
any earlier version of QuickBooks, back up your company file before you 
install your new software. 



Network requirements 

To use networking, you should have the latest Service Pack or update for your 
operating system and networking software. 

Each user must have read/write access and create/delete rights to the directory 
where the company file is stored. 

Tip: If your QuickBooks CD is mounted on a shared CD-ROM drive, you can install from the 
mounted CD, but you cannot install across the network to a remote computer. That is, 
you must be sitting at the computer you're installing to. (You must still store the 
company file on the shared resource.) 

Peer-to-peer networks 

Peer-to-peer networks are ones that do not use a dedicated file server. All the 
computers on it have the option to share their resources and there is no single 
machine that is used only to allow other computers to share files. 
■ For peer-to-peer networking, QuickBooks requires either Windows NT 4.0 (or 
later) with Service Pack 3 (or later), or else Windows 95 or later. 
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Note: 



Some peer-to-peer networking systems meant for home users may be too slow for 
QuickBooks Pro to operate properly. If QuickBooks Pro "times out" often on your 
network, consider moving to a faster networking system. 



In the diagram, there are three computers on a peer-to-peer network. Each 
computer has one user (Jack, Amy, and Sarah). Each of the users has a unique copy 
of QuickBooks Pro installed with a unique Installation Key Code. The QuickBooks 
company file is located on Sarah's computer. 

It is important to choose one location for your company file. The location should 
be accessible to all of the computers that need to use QuickBooks. You may want 
to put the company file on the computer of the person who uses QuickBooks the 
most, which allows that person to have the fastest access to it. 



Jack 



Amy 




QuickBooks Pro 



QuickBooks Pro installed and 
company file (company. qbw) 



Client-server networks 

Client-server networks are ones in which there is at least one computer dedicated 
to sharing files, printers, and other resources. This computer is usually not used by 
individuals to do their daily work. 

■ For server-based networking, QuickBooks requires either Windows NT 4.0 
Server (or later) with Service Pack 3 (or later), Windows 2000, or NetWare 
Network File Server 3.12 (or later). 

In the next diagram, there are three computers for three users (Jack, Sarah, and 
Amy), plus the file server. You will likely want to put the company file on the 
server, where it's accessible to all of the computers that need to use it. 

Since Jack, Sarah, and Amy all need to use QuickBooks, all have their own copy of 
QuickBooks Pro installed with a unique Installation Key Code. The file server, 
however, does not need to have QuickBooks installed. 
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File server 




QuickBooks Pro 
Installed 

Setting up multiple-user networking 
Installing QuickBooks Pro 

Before installing QuickBooks Pro, be sure your computers are properly networked 
and that your networking software is up to date. 

Now install QuickBooks Pro on each computer that's going to use your company 
file (see "Installing QuickBooks for the first time" on page 3 or "Upgrading from 
earlier versions of QuickBooks" on page 6). Each copy must have a unique 
Installation Key Code unless you purchased a 5-User Value Pack. In this case, each 
user should use the same Installation Key Code that came with the Value Pack. 

Note: Your networked computers must all use the exact same version of QuickBooks 2002 
Pro. That means that if you install an update to QuickBooks Pro on one computer, you 
must install it on all your computers. 

Setting up the Administrator and other users 

Once you have installed QuickBooks Pro, the Administrator should set up the all 
the users who will share the company file (see "Setting up users and passwords" 
on page 111). 

Note: You can set up as many users as you wish in QuickBooks Pro. However, only five can 
access the company file at the same time. 

Registering your copies of QuickBooks Pro 

Open your shared company file in each copy of QuickBooks Pro before you 
register it. This allows you to properly register your different copies. For more 
information about how to register, see "Registering QuickBooks" on page 4. 
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To learn about... 



Search the Help index for... 



Adding users 



users, adding 



Setting up user preferences 



preferences, general 



Sharing QuickBooks Pro company files 

Using QuickBooks Pro on a network is basically the same as using it on a single 
computer. For most of your day-to-day tasks, up to five users can access the 
company file at the same time. When several users are allowed to work in the 
company file simultaneously, the file is in multi-user mode. 

However, for some activities, only one person at a time can use the company file. 
The other users must log off, close the company file, or exit QuickBooks Pro. Then 
the person who wants to perform the activity must switch the file to single-user 
mode. After finishing the activity, the person can switch back to multi-user mode, 
and the others can log back on or open the company file again. 

Single-mode activities include: 

■ File operations such as backing up, condensing, converting to euro, or 
exporting data 

■ Some types of changes to lists 

■ Adjusting stock 

■ Activities involving an Accountant's Review copy 

There is also a third category of activities. Although all the networked QuickBooks 
users (with the correct permissions!) have access to these features, only one person 
at a time can use them. (For information about restricting access to features, see 
"Setting up the Administrator and users" on page 111.) 

Feature-locked activities include: 

■ Paying bills 

■ Running payroll 

■ Setting up new users or maintaining existing ones 

Refreshing after entering data 

If you are creating reports while others are working in the company file, you can 
use the Refresh button to make sure you have the most current information on 
your reports. The Refresh button updates your screen with the information that 
others have entered into QuickBooks Pro since you started the report. 

You can refresh lists or forms as you work by pressing F5 on your keyboard or 
right-clicking the item and selecting Refresh. 
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To learn about... 



Switching between modes 
Your refresh options 



Search the Help index for... 

multi-user mode 
single-user mode 

Refresh button 



Setting up users and passwords 




The QuickBooks password feature provides a basic degree of 
protection for your data, but it is not a complete security system. 



For example, it will not prevent someone using Windows Explorer from delet- 
ing your company file. 



Some parts of your company's data are more sensitive than others. You can use 
passwords to make sure that each employee you have can only access those parts 
of QuickBooks you want him or her to use. 

Areas you can protect include sales and accounts receivable, purchases and 
accounts payable, banking and credit cards, stock, time tracking, payroll, sensitive 
accounting activities, and sensitive financial reports. 

In this way, you maintain the security of your business data even when several 
people access your company file at the same time. Until you set up users (and 
passwords) in your QuickBooks company file, any person who accesses the file will 
have full access to all features of the programme. 

Setting up the Administrator and users 
About the QuickBooks Administrator 

When you create a QuickBooks company file, QuickBooks creates a user called 
"Admin." This user is the QuickBooks Administrator for the company file. You can 
set up a password for the Administrator. When you assign a password to the 
Administrator, QuickBooks prompts you to log on when you open the company 
file. 



Do not forget the Administrator's password. Once you've chosen a 
password for the Administrator, write it down and store it in a safe 
place. 

An Administrator's password, if forgotten, cannot be recovered. If you forget 
this password, you'll have to send your company file to Intuit (there is a fee 
associated with this service). 
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The QuickBooks Administrator has unlimited access to the entire company file 
and is the only person who can add additional users and change access privileges. 
For each user he or she sets up, the Administrator designates: 

■ A password. The password can contain up to 16 letters and numbers and is 
case sensitive. The user can change the password later, but the Administrator 
will still be able to make changes to the user's access privileges and can assign 
the user a new password, if necessary. 

■ Full access, selective access, or no access to each area of QuickBooks. 

Setting up and customising users 

After you've set up the Administrator, you can add new users. Use the New User 
Setup wizard to select the parts of QuickBooks you want the new user to use. 

■ From the Company menu, choose Set up Users. 

You can set up as many users as you wish. However, only five users can access the 
company file at the same time in QuickBooks Pro. 

Note: In Windows 2000, using the Users and Passwords control panel, you can set up each 
of your employees with a log-in profile. All the people who will use QuickBooks must 
be set to Standard User (Power Users Group) or higher, not Restricted User (Users 
Group). Otherwise, QuickBooks will not run properly. 

When the wizard finishes, a summary screen for all your users appears: 




±1 



Access for user: Richard ^ a 9 e 9 of 9 

You have finished setting this user's access rights: and password. 

B elow is a summary of this user's access rights. Click, the Finish button 

to complete this task. 



Area 


Create 


Print 


Reports 


Sales and Accounts Receivable 


Y 


N 


N 


Purchases and Accounts Payable 


Y 


N 


N 


Current Account and Credit Cards 


Y 


N 


n/a 


Stock 


Y 


N 


N 


Time Tracking 


Y 


N 


N 


Sensitive Accounting Activities 


Y 


N 


N 


Sensitive Financial Reports 


Y 


N 


n/a 


Changing or Deleting Transactions 


Y 


n/a 


n/a 


Changing Closed Transactions 


N 


n/a 


n/a 



Help 



To learn about... 

The different access areas 
The role of the Administrator 
Setting up users with passwords 
Changing passwords 
Deleting passwords 



Search the Help index for. 

passwords, access areas 
admin 

users, adding 
passwords, changing 
passwords, deleting 
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Using permissions to close an accounting 
period 

Unlike most other accounting systems, QuickBooks does not require you to "close 
the books" at the end of an accounting period. Closing books is often a 
complicated process that involves transferring information from one ledger to 
another and summarising it. You can generate reports at any time, not just at the 
end of the year. 

However, you may want to restrict access to the transactions of prior accounting 
periods to be sure the transactions are not changed without your knowledge. By 
requiring permission to delete, add, or edit any transaction before a chosen date, 
you can discourage accidental or casual changes to "closed" periods, but still make 
corrections when necessary. For example, you may want to prevent your staff 
from making changes to your older transactions after you've paid the VAT 
liabilities for them (see "Locking past VAT quarters" on page 132). 

You can restrict users from accessing older transactions when you set them up. To 
deny users access to "closed" periods, do not grant them permission to Change or 
Delete Transactions recorded before the closing date. 



Recording who changed what in the Audit Trail 



QuickBooks can record all changes made to transactions and the name of the user 
who made the changes. Then, you can review the changes in the Audit Trail 
report. 

To keep an ongoing record of changes to transactions, you must make sure the 
audit trail is turned on and keep it on. If the preference is turned off for a period 
of time, QuickBooks does not keep a record of changes to the transactions in that 
period. 

If you need to convert your company file to the Euro currency, the Euro Convert 
wizard automatically turns on the Audit Trail (if it isn't already) preference to keep 
track of each transaction that is changed to euro. See "Converting to euro" on 
page 33 for more information. 




To learn about... 



Search the Help index for... 



Using permissions to "close 
your books 



closing periods 
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The Current Transaction, 
entry shows what the 
transaction is like now; 
the Previous Transaction 
shows what it was like 
before the change. 

You can also see who 
made the change and 
when. 



%1 Audit Trail 












^1 V 


HowDol?i_|n| 


-I 


Modify Report... Memorise.. Print. 


Excel ... | Hide Header | Refresh 








DateEntereaVLastModilied 


| Today 


T | From 


20/03/2000 


jbJto 


20/G3/2000 ■ ] 






3.17 PM 




Turner Hardware & Construction Ltd 








20.-83M 




Audit Trail 
















All Transactions 












Trans no * Type 


* Entered.'... 


* Last m... ■> Date 


* Name 


« Num 


■s- Account 


■s- Amount 


* VAT Am... « 




^ Current Transaction 


















► 69 Invoice 


20£r3/200... 


Admin 15/03/2000 


Sandhur . . . 


43 


Accounts Rece... 


1,883.55 


4 


□ 








Sandhur. 




Materials 


-83.02 






y 






Sandhur... 




Materials 


0.00 


0.00 




\ Preuious Transaction 






Sandhur... 




Labour 


-1 ,520.00 


-266.00 






















63 Invoice 


24*13/200... 


Admin 16/03/2000 


Sandhur. . 


43 


Accounts Rece... 


1 ,876 58 


0.00 










Sandhur... 




Construction Inc.. 


-77.09 


0.00 










Sandhur... 




Construction Inc.. 


0.00 


0.00 










Sandhur. . 




Construction Inc.. 


-1 ,520.00 


0.00 










Sandhur. . 




VAT Control 
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To keep a record of changes to transactions, you must turn on the 
audit trail. 

If the preference is turned off, QuickBooks stops keeping a record of changes 
to transactions. If the audit trail is turned off for part of a period in a report, 
QuickBooks may not show modifications to some transactions. 



If your computer is older, or you make a lot of changes to existing transaction, 
QuickBooks may slow down slightly when the Audit Trail on. Also, the size of your 
company file may increase more rapidly than it has in the past. 

These changes occur because instead of writing over transactions you change, 
QuickBooks records both the original transaction and all changes to it. However, 
for most users, the performance of QuickBooks should not change. 




Solving printing problems 

If you're having trouble printing, try checking these areas before you call the 
QuickBooks Support Network. 

When should I reinstall my printer driver? 

If your printer has any of these problems, you may have reinstall your printer 
driver in Microsoft® Windows, or contact the printer's manufacturer for 
assistance. 

■ Your printer isn't printing at all, from any programme. 

■ Your printer prints "garbage" from any programme. 

■ Your printer won't feed paper correctly. 

The QuickBooks Support Network also has information specific to some printers. 
For more information, look under the Help menu. 
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Nothing happens when you try to print 



There are several things you can try: 

■ Make sure the printer is turned on and is online. 

■ Try printing from another application to verify that Windows can still 
communicate with the printer. 

■ Check for stalled printing jobs on your printer. 

a) From the Start menu, select Settings, then Printers. 

b) In the list, double-click the printer you're using. 

c) Select the stalled print job in the list. 

d) From the Document menu, select Cancel Printing. 



The form is clipped on the top, bottom, left, or right 

Likely, you only need to adjust the form's margins and alignment. However, some 
printers can't print the entire width necessary for the standard forms that come 
with QuickBooks. In this case, you'll need to customised the form to have larger 
margins. 

To adjust the margins for forms: 

1 In QuickBooks, from the File menu, choose Printer Setup. 

2 Choose the form you want from the Form Name drop-down list. 

3 Click the Margins tab. 

■ If there is no Margin tab, you need to adjust the form's alignment instead. 
See "To adjust alignment of forms" on page 116. 

4 Set the margin you want in the Left, Right, Top, and Bottom fields. 

QuickBooks displays the margins in inches, but you can enter margin sizes in 
inches (in), millimetres (mm), centimetres (cm), points (pt), or picas (pi). 

If you find that QuickBooks leaves larger margins than you entered, your 
printer may be unable to print outside a specific area. Most printers cannot 
print with margins smaller than .25 inches. Many require margins no smaller 
than .5 or .67 inches. Check your printer manual or contact the printer manu- 
facturer if you have such a problem. 

If you're using a continuous printer, you may have to slide the paper clamps 
over to get the printer to start at the position you want. 

5 Click OK to save the changes. 
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To adjust alignment of forms 



Coarse alignments: 

This adjustment is only needed for continuous-feed (dot matrix) printers. Use it 
when the printed text on your form is off vertically by more than a line or two. 
1 Make sure your printer is turned on and is online, with the forms you want to 
print inserted to the printer's paper feeder. 
From the File menu, choose Printer Setup. 

Choose the form you want from the Form Name drop-down list. 
Click Align. (If the Align button is not available, that form cannot be aligned.) 
If a list of templates appears, click the one you want and click OK. 

QuickBooks displays a window where you can choose coarse or fine adjust- 
ments. 

Click Coarse. 

Click OK to print a sample form. 

Look at the pointer line that QuickBooks prints across the middle of the 
sample form. Determine the number that it points to. Do not adjust your 
printer. 



2 
3 
4 
5 



6 
7 
8 



If the text does 
not line up 
properly on the 
form, determine 
the closest 
number to the 
pointer line, 
rounding up. 

In this example, 
you'd enter 81. 



rv 7 




36 Labour hours, drywall install v 



«««- 



-POINTER LINE ■ 



9 Type the number in the Pointer Line Position field in the window that 
appears, then click OK. 



Coarse Alignment 



Do not adjust your printer! Find the ch 
number in the margin to the Pointer Lit 
that number and click OK. 



If necessary the paper will automatically be 
moved and another sample will be printed. 



Pointer Line Position: 81 



Help 



If necessary, QuickBooks advances the paper in the printer to correct the 
alignment, and then prints another sample. 
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1 0 Note the correct position of the form for future positioning. 

Visually line up part of your printer, such as the sprocket cover or print head, 
with one of the position numbers along the edge of the form. Make a note of 
this spot, so you can use it in the future as an alignment cue to position your 
forms visually. 

Even if your printer has an "autoload" or "park" feature (the printer puts the 
paper in the same place each time you load it), you need to manually line up 
your forms for coarse alignment using a visual cue. QuickBooks does not 
remember placement relative to your printer's autoload point. 

1 1 (Optional) In the Align window, click Fine to make further adjustments, then 
go on to Step 5 of the Fine-alignment process (below). 

Fine-alignment adjustments: 

This method of adjustment is available for all type of printers. 

1 Make sure your printer is turned on and is online, with the forms you want 
to print inserted to the printer's paper feeder. 

2 From the File menu, choose Printer Setup. 

3 Choose the form you want from the Form Name drop-down list. 

4 Click Align. (If the Align button is not available, that form cannot be aligned) 

5 If a list of templates appears, click the one you want and click OK. 

6 If you are using a continuous-feed printer, QuickBooks displays a window 
where you can choose coarse or fine adjustments. Click Fine. 

7 Click Print Sample. QuickBooks prints the form with a small alignment grid 
on it, made up of 1/10 inch squares. 

8 Check the horizontal and vertical alignment of the text in the alignment grid. 

9 Enter amounts in the Vertical and Horizontal fields to move the printed text 
to align it. (The alignment values are in hundredths of an inch. For example, 
25 means 0.25 of an inch.) 

■ For continuous-feed printers, if the printing is off to the left or right, slide 
the paper over to correct the problem. Use the Fine Alignment window 



for changes of less than 0.25 inch only. 


Problem 


Solution 


The text prints 
too high. 


Decrease the number in the Vertical field. For example, if 
the text is printing 2 squares (that is, 0.2") too high, type 
-20 in the Vertical field. 


The text prints 
too low. 


Increase the number in the Vertical field. For example, if 
the text is printing 1 1/2 squares (that is, 0.15") too low, 
type 15 in the Vertical field. 


The text prints 
too far to the left. 


Increase the number in the Horizontal field. For example, 
if the text is printing a 1/2 square (that is, 0.05") too far to 
the left, type 5 in the Horizontal field. 


The text prints 
too far to the 
right. 


Decrease the number in the Horizontal field. For exam- 
ple, if the text is printing 1 square (that is, 0.1") too far to 
the right, type -10 in the Horizontal field. 
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1 0 Click Print Sample to see if the form is now aligned correctly. 

1 1 When you are finished making adjustments, click OK. 
QuickBooks saves the horizontal and vertical alignment adjustments. 

1 2 Click OK in the Printer Setup window. 

Dates and the bottoms of letters are clipped on forms 

The font you're using may be too large. In the Printer Setup window, click Font. 
Try a font size of 10 points or less. 

Changing fonts 

1 In QuickBooks, from the File menu, choose Printer Setup. 

2 Choose the form you want from the Form Name drop-down list. 

3 Click the Fonts tab. 

4 Choose the font you want. 

Note: The font options described in the following dialogue box are not available for 
all form types. 



Choose the font. 

Select one or both of 
these check boxes to 
strikeout and 
underline text. 

Choose a colour (not • 
available for 
cheques). If you have 
a colour printer, you 
can print any other 
form in colour. 



Times New Roman 



fcl NewCenturySchlbk J 
Ct NuptialBcript 

it ocr-a gi 

COnjiMT jj 




-ont Style: — "* 


Regular 




Italic 




Bold 




Bold Italic 


I 



Sample 




AaBbYyZi 



This is an OpenType lont This same fonl will be , 
used on both your prinlei and your screen. 



You can change to italic, bold, 
or a combination. 

Choose a point size. Most 
people prefer a size between 9 
and 12 points. 

You can see what the font 
looks like here. 

A description for the selected 
font type appears here. 



5 Click OK in the Select Font window and the Printer Setup window to save the 
changes. 



Printing is slow 

There are several things you can try: 

■ Lower the print resolution for your laser printer: In the Settings tab of the 
QuickBooks Printer Setup window, click Options. Then click the Graphics tab 
and set a smaller number of dots per inch. 

■ If you're printing on blank paper or letterhead, do not choose to print lines 
around each field. In the Settings tab of the QuickBooks Printer Setup 
window, clear the Print Lines check box. 

■ Make more computer memory (RAM) available by closing down programmes 
you don't need. 
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I— How can I collect 
and pay the right 
amount of VAT? 



Chapter 



Tracking and 
paying VAT 



How QuickBooks 
tracks VAT 

Setting up VAT 
tracking 

Setting up and 
using VAT codes 

Making 

adjustments to 
your VAT 
account 

Paying your VAT 
liability 
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The VAT feature in QuickBooks helps you 
130 determine how much Value Added Tax to collect 
on each sale and the total you need to remit to 
HM Customs & Excise when the time comes. 




You are responsible for consulting with a tax advisor 
about the VAT regulations, especially if you do business 



internationally. 

For detailed information about collecting and remitting VAT, 
please consult your local office of HM Customs & Excise. 
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How QuickBooks tracks VAT 



Keeping track of VAT sounds simple enough: you collect it from customers on the 
sales you make, pay it on purchases for your business, and remit the difference to 
HM Customs & Excise. However, in practice, working with VAT can be a 
challenge. Some of the things you sell may be taxable while others may not, and 
some items may be taxed at different rates than others. Also, most customers must 
be charged VAT, while certain ones may be exempt. 

Fortunately, QuickBooks can help you automate these complexities. Take the time 
to set up your QuickBooks company for VAT carefully and methodically. Once 
you've done that, you can enter sales and purchases quickly, and you'll have 
accurate information about the VAT you've collected and paid when it comes time 
to remit it. 

QuickBooks automatically creates an account called VAT Control when you set up 
your company. As you enter sales invoices, cash sales receipts, credit memos, bills, 
credit card transactions, and cheques that have a VAT component, QuickBooks 
automatically records the VAT amount in the VAT Control account. 

QuickBooks' flexible VAT reports make it easy for you to understand your VAT 
position in a variety of ways. For instance, QuickBooks can prepare VAT reports 
on a cash basis even if you're reporting income and expense on an accrual basis. 
They can tell you if you owe money to HM Customs & Excise or if you are due a 
refund, and also provide all the information necessary for filling out your VAT 
return. 



When you set up your QuickBooks company, you set up your VAT accounting 
period using information from the Certificate of VAT Registration you received 
from HM Customs & Excise. If your VAT accounting period changes, choose 
Preferences from the Edit menu, click VAT in the scroll box, click the Company 
tab, and set up your new VAT accounting period. 

Quarterly accounting 

QuickBooks defaults to a quarterly accounting scheme for VAT. When you set up 
your QuickBooks company, you entered the months when each of your VAT 
quarters begins. 



Setting 



up VAT tracking 



Choosing 



an accounting period 
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Annual accounting 



Under the annual accounting scheme, if you make between a certain amount of 
money, you can make nine equal monthly payments by direct debit to HM 
Customs & Excise based on an estimate of the amount of VAT due. These start at 
the end of the fourth month of your financial year. Within two months of the end 
of your financial year, you must send in your annual VAT return with a tenth 
balancing payment. 

To record your direct debit payments to HM Customs & Excise, you should set up 
a QuickBooks standing order (by recording the first payment, memorising it, and 
selecting the "Standing Order" option in the Memorised Transactions window). 
Start the standing order at the end of the fourth month of your financial year and 
enter nine in the Number Remaining field (to cover the next nine months). 

After nine standing-order payments (or when the Number Remaining field is 
reduced to zero), QuickBooks deactivates the standing order. Enter the tenth 
payment or refund directly into your current account (see "Remitting VAT to HM 
Customs & Excise" on page 131 or "Receiving a VAT refund from HM Customs & 
Excise" on page 131). In your new annual accounting year, reactivate the standing 
order by entering nine in the Number Remaining field. You may also want to edit 
the amount you're paying if the installment payments have changed. 



Other accounting periods 

You can use QuickBooks to track VAT if you are on a monthly accounting scheme, 
a bi-monthly scheme, or another non-standard scheme approved by HM Customs 
& Excise. 

When you create reports, be very careful to specify the correct starting and ending 
dates for the period in question. 



If you haven't done so already (through the EasyStep Interview), you need to turn 
on the VAT preference for QuickBooks to begin tracking VAT. 

To turn on the VAT preference: 

1 From the Edit menu, select Preferences. 

2 Select VAT from the scroll box, then click the Company Preferences tab. 

3 Set the preferences according to your business needs, then click OK. 




To learn about... 



Search the Help index for... 



Creating a standing order 



standing orders, creating 



Turning on VAT tracking 



Setting up VAT tracking 
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Setting up and using VAT codes 



The VAT code list is the backbone of your VAT tracking. QuickBooks uses VAT 
codes (and their associated rates to calculate VAT) on sales, purchases, and 
adjustments. When you create an item, you enter the appropriate VAT code to 
indicate what rate applies to it. 

Default VAT codes are created when you set up your QuickBooks company. For 
example, VAT code S indicates that an item will be bought and sold domestically 
at the standard VAT rate of 17.5%. 

Each time you create an item to sell or purchase, be sure to assign it a VAT code. 
Then, every time you enter a sale or purchase, the item's VAT code appears 
automatically on the sales form. 



To learn about. 



Search the Help index for. 



Creating an item items, creating 



If you need a different VAT code for the transaction (for example, if you are selling 
an item to a VAT-registered business in an EC member state), just change the VAT 
code when it appears on the sales form. 



Be sure that your VAT codes are set up properly, and that you use the 
correct one on each transaction, particularly if you do business with 
EC member states. 

QuickBooks uses VAT codes to track information for VAT reports. If your VAT 
codes are not set up correctly or are not used properly, the VAT reports (and 
therefore your VAT return) may be inaccurate. 

For more information about VAT, contact your accountant or HM Customs & 
Excise. 



To create a new VAT code: 

1 From the Lists menu, choose VAT Codes list. 

2 Click the VAT Code menu button (at the bottom of the VAT Code List 
window), then choose New. 

3 In the VAT Code field, enter a unique code. 

4 Type the VAT percentage represented by this VAT code. 

5 Type a brief description (for example, Standard) for this code. 

6 If you will use this VAT code to track VAT on transactions with VAT-registered 
businesses in EC member states, tick the EC Code check box. 

For more information, see "Handling VAT for EC member states" on page 123. 

7 Click OK. 
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Setting up a default VAT code for new items 



You can set a default VAT code for new items in the VAT preferences window. 
From the Edit menu, choose Preferences, click VAT in the scroll box, and click 
the Company tab. Select the code you want from the drop-down menu. 

Tip: You can change VAT codes on most forms. That means you can select the defaults 
that you use most, so you don't have to change VAT codes for individual line items very 
often. 

Handling VAT for EC member states 

/|\ EC VAT regulations vary between goods and services. 

L — - — Check with HM Customs & Excise or your accountant about the exact EC VAT 
regulations that apply to your business. 

As a VAT-registered business, if you purchase supplies for your company from 
another VAT-registered business in an EC member state, you may be able to 
receive them net of VAT. That is, you provide your VAT number to the supplier in 
the other country, and the supplier sends the supplies to you without charging 
you VAT on them. 

The same holds true for the reverse: you may be able to ship supplies to a VAT- 
registered business in an EC member state without charging that business VAT. 

However, on your VAT return, you still need to account for the VAT that would 
have been charged on your transactions with businesses in EC member countries. 
QuickBooks' standard VAT 100 report can track your sales to and purchases from 
businesses in EC member states. To track these values, you need to create 
additional, separate VAT codes with the EC Code check box ticked: 

■ EZ — 0.0%: Eurosales and purchases, zero-rated. This code should be used for 
all sales to and purchases from EU member states that would be zero-rated 
acquisitions in the UK. 

■ ES — 17.5%: Eurosales and purchases, standard-rated. This code should be 
used for all sales to and purchases from VAT-registered companies in EU 
member states that would be standard-rated acquisitions in the UK. 



When you create an EC VAT code, be sure to tick the "EC Code 
check box in the New VAT Code window. 
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If the business you are dealing with is registered for VAT, you must also enter its 
VAT registration number: 

■ If you buy supplies from the business, enter its VAT registration number in the 
Additional Info tab of its Supplier profile. 

■ If you sell items to the business, enter its VAT registration number in the Addi- 
tional Info tab of its Customer profile. 

Note: If the business you buy from or sell to is in an EC member state but is NOT registered 
for VAT, leave the VAT registration number fields blank. 

When you complete a transaction with a business in an EC member state and 
select an EC VAT code on the sales form, QuickBooks checks to see whether the 
business has a VAT registration number: 

■ If so, QuickBooks accounts for the VAT on your VAT return, but does not 
charge it to the customer (that is, QuickBooks does not add VAT to the trans- 
action total). 

■ If not, QuickBooks accounts for the VAT on your VAT return and adds the 
appropriate amount to the total. 

Note: If your business makes exempt supplies, you may need to make a VAT partial 
exemption adjustment before filing your VAT return. See page 127. 



Handling import VAT for non-EC countries 

When you import goods from outside the EC, they must be cleared through HM 
Customs & Excise before entering the UK. Customs clearance usually involves 
paying import VAT (as VAT is also a tax on the importation of most goods). 

To record import VAT: 

1 From the Suppliers menu, choose Enter Bills. 

2 Enter the bill from your non-EC supplier. 

3 Type Z in the VAT code column. 

The bill should not have any VAT on it. 

4 Click Save & Close. 

If you are recharged import VAT by your shipper: 

1 From the Suppliers menu, choose Enter Bills. 

2 Enter a bill for the amount of the VAT. Leave the account column blank. 

3 Type S in the VAT code column. 

4 Enter the entire amount of the VAT in the VAT Amount column. 

5 Click Save & Close. 
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Deferment arrangement 



If you have a deferment arrangement, HM Customs & Excise will collect import 
VAT from your bank account by direct debit and send you a C79 certificate at the 
end of the month detailing the VAT they have collected. 

To record import VAT paid by direct debit: 

1 From the Banking menu, choose Write Cheques. 

2 Enter a cheque in your current account for the amount of the import VAT as 
shown on the C79 certificate. 

3 Leave the account column blank. Type S in the VAT code column and the 
entire VAT amount in the VAT Amount column. 

4 Click Save & Close. 



Handling fuel scale charges 



QuickBooks can easily handle the VAT you must pay if you have employees for 
whom you provide fuel for business and private use. 

For each VAT period, you should calculate the output VAT that is due using the 
fuel scale charge table provided by HM Customs & Excise. We recommend you use 
a spreadsheet to do this. 

To record VAT on private fuel: 

1 From the Banking menu, choose Make Journal Entry. 

2 Fill out the end date of your VAT period and an entry number. 

3 In the detail area, enter a debit to your fuel account for the VAT inclusive 
amount of the fuel benefit. 



5 
6 



] General Journal Entry 



| t How Do I? |. |D|X| 



□ Previous C^Next ^Print.. 



^ History Q Journal 



Date 1 20/03/2000 _«J Entry No. [25~ 



C jnput (Purchase) 
Show on VAT reports as: n . . ir . . , 
(• Output (Sale) 



Account 


Debit 


Credit 


VAT 


VAT Amount 


Memo 


Name 


y 


Motor Expense 


232.03 














Motor Expense 




137.52 


S 


34.57 

























In the detail area, enter a credit to your fuel account for the VAT exclusive 
amount. On the same line, enter the VAT at the standard rate. 
Select Output. 

Click OK to record your entry. 
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Making adjustments to your VAT account 



From time to time, you may need to adjust your VAT liability, possibly to correct 
an error in your VAT return or to account for a discrepancy in a VAT payment or 
prepayment. For example, your accountant may tell you to write off the VAT 
amount of a bad debt from a customer. 

You cannot make adjustments to your VAT liability directly in your VAT Control 
account. Instead, you must make a general journal entry. 

To correct an error: 

1 From the Banking menu, choose Make Journal Entry. 

2 Check that the Date field shows today's date. 

3 For your reference, fill in an Entry Number for this adjustment. 

4 Leave the "Show on VAT reports as" option clear. 

■ Because you are adjusting your VAT Control account directly, you don't 
need to select whether you want the adjustment to show on your input 
VAT (which you pay on purchases for your business) or output VAT 
(which you collect on sales and remit to the government). 

5 In the Account column, choose the VAT Control account. 

6 In the Debit or Credit column, enter the amount to adjust your VAT Control 
account by. 

■ To decrease your VAT liability (that is, if your VAT control account shows 
that you owe more to the government than you actually do), enter a 
positive amount in the Debit column. 

■ To increase your VAT liability (that is, if your VAT control account shows 
that you owe less to the government than you actually do), enter a 
positive amount in the Credit column. 

7 Leave the VAT (code) and VAT Amount columns clear. 

■ These columns are only used to account for VAT when making adjust- 
ments to other accounts. Because you are adjusting your VAT Control 
account directly, you don't need to select a VAT code or enter a VAT 
amount. 

8 Enter a note in the Memo column as to why this adjustment was needed. 

9 On a new line in the Account column, select another account to increase or 
decrease: 

■ If you are decreasing your VAT liability, select the account that will 
receive money from the VAT Control account. 

■ If you are increasing your VAT liability, select the account that will 
provide money to the VAT Control account. 

■ If you are not sure what type of account to use, check with your 
accountant. 
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1 0 In the Debit or Credit column, enter the amount to adjust your other account 
by. 

■ If you decreased your VAT liability, enter a positive amount in the Credit 
column. 

■ If you increased your VAT liability, enter a positive amount in the Debit 
column. 

Tip: The transaction must have a zero balance. That is, the total in the Debit column must 
equal the total in the Credit column. 

1 1 Leave the VAT (code) and VAT Amount columns clear. 

1 2 Enter a note in the Memo column about why this adjustment was needed. 

1 3 Click Save & Close to record the adjustment. 

Making a VAT partial exemption adjustment 

Note: We recommend that you make the necessary calculations in a spreadsheet before 
making the adjustment in QuickBooks. You should check with your accountant or the 
local VAT office on the best method of calculation for your business. 

If you make exempt supplies and are registered for VAT, you may be required to 
make both periodic and annual adjustments to the amount of input tax you are 
entitled to recover in your VAT returns. To prepare for making partial exemption 
adjustments, complete the following: 

■ From the Lists menu, select VAT Codes and create a new code called EX at 
0%, with the EC Code clear (see "Setting up and using VAT codes" on 
page 122). 

■ From the Lists menu, select Chart of Accounts and create a new expense 
account called Exempt Input Tax to account for disallowed input tax. 

To record exempt input tax: 

1 From the Banking menu, choose Make Journal Entry. 

2 Fill out the end date of your VAT period and an entry number. 

3 In the detail area, enter a debit to the Exempt Input Tax account. On the next 
line type your EX VAT code and a negative VAT amount that equals the 
debited amount you entered. Also, click the Input option under "Show on 
VAT Reports as" to select it. 
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~ General Journal Entry 
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4 Click Save & Close. 



Eliminating VAT rounding (for accrual 
accounting) 

QuickBooks rounds each line to the pence. If you enter historical transactions, this 
rounding may accumulate over many invoice line items and affect the total by a 
few pence. To prepare for removing the rounding, complete the following: 

■ From the Lists menu, select VAT Codes and create two new codes: "A" (100%) 
and "B" (0%). Don't tick the "EC Code" box for either. 

■ From the Lists menu, select Item List. 

■ Click Item (at the bottom of the Item List window), and choose New. Create 
a new item called VAT ADJ. Assign an expense account to this item. 

To adjust the VAT total to remove rounding: 

1 From the Customers menu, select Create Invoices and click Previous until 
the invoice you want to edit appears. 

2 On one line, add the VAT ADJ item with a VAT code of A (100%) and enter 
the amount. If the VAT amount is to be decreased to correct the rounding, 
make the amount negative. 

3 On the next line, add the VAT ADJ item with a VAT code of B (0%) and enter 
the amount. If the VAT amount is to be decreased to correct the rounding, 
make the amount positive. 



Creating VAT reports 

At any time, QuickBooks can create reports to show your VAT situation. You can 
create reports that are cash or accrual based. 

To prepare your annual VAT return, you should run a VAT 100 report covering 
your accounting year. You should also create VAT Summary and Detail reports to 
verify the accuracy of your VAT 100 report. 

QuickBooks offers four VAT reports. You should print all four when you prepare 
your VAT return, then file them in a safe place for future reference. 
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VAT 100: This shows you the amounts you need to fill in your VAT return, 
including your EC VAT amounts, if any. 

VAT Summary: This report provides a summary of transactions by VAT code 
for a selected accounting period. It includes total inputs (purchases), total 
outputs (sales), and the balance due to or from HM Customs & Excise at the 
end of a reporting period. If you choose a longer period than your VAT 
quarter, the report splits the figures by VAT quarter. 

VAT Detail: This report is an exploded version of the VAT Summary report. 
The totals of inputs (purchases) and outputs (sales), and of input tax and 
output tax, on the VAT Detail report should match those on the VAT 
Summary report. You can create VAT detail reports for accrual-basis or cash- 
basis accounting: 

Accrual-basis VAT Detail reports: 



?:01 PM 

Accrual Basis 
o Type 



Date 



Turner Hardware & Construction Ltd 
VAT Detail Report 

January through March 2000 
Mum o Memo » VAT Code » VAT 



Hot*: Total VAT does not include 
VAT on EC acquisitions. 



Invoice 
Jan - Mar 00 

TOTAL OUTPUTS (Sales) 

INPUTS (Purchases) 
Jan - Mar 00 

Cheque 



Cheque 
Cheque 



Jan - Mar 00 



01 /01 £000 
07/01 /2000 
28/01 /2000 
01 /02/2000 
1 2/Q2C0Q0 
21 /02/2000 
27/Q2C0Q0 
27/02/2000 
01 /03/2000 
O3/Q3C0Q0 
04/03/2000 
O4/Q3C0Q0 
1 4/03/2000 
1 6/03/2000 
23/Q3C0Q0 
23/03/2000 
31 /Q3C0Q0 



Cement mixer 



white all-pur... 
water-resis... 



0.0% 
17.5% 
17.5% 

0.0% 
17.5% 
17.5% 
17.5% 
17.5% 

0.0% 

0.0% 
17.5% 
17.5% 
17.5% 

0.0% 
17.5% 
17.5% 



TOTAL INPUTS (Purchases) 
Total VAT Owed 



VAT Amount » 


Amount 


625.63 


3,575 00 


2.292.36 


13,099.16 


2,292.36 


13,099.15 


0.00 


3000 


2.23 


12.77 


7.53 


43.00 


0.00 


30.00 


6.70 


38.30 


6.41 


3660 


22.73 


129.89 


37.26 


21292 


0.00 


30.00 


0.00 


37.51 


14.00 


3000 


4. 36 


25.00 


11.17 


63.83 


0.00 


350.00 


2.81 


16.05 


2.21 


12.60 


14.89 


85.11 


132.32 


1 ,333.53 


132.32 


1 ,333.53 


2.160.04 


11,716.68 



Cash basis 

When you use this option, QuickBooks prepares two reports — one report 
includes the VAT amounts and the other includes the net amounts for 
each item received or paid with a VAT code in any account. You can tile 
or cascade the reports to see them both on the screen at the same time. 

EC Sales List: This report provides a summary of sales made to VAT-registered 
businesses in EC member states, sorted by the business' VAT registration 
numbers. This report is always calculated on an accrual basis, regardless of 
your usual VAT reporting preference. 
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To create a VAT report: 

1 From the Reports menu, choose VAT, then VAT Summary, VAT Detail, VAT 
100, or EC Sales List. 

QuickBooks creates the report for the last full VAT quarter using the four 
quarters you specified in your VAT Preferences. QuickBooks also uses the 
accounting method (accrual or cash basis) you chose in VAT Preferences. 
If you choose VAT Detail and you're using cash accounting for VAT, Quick- 
Books prepares two reports. 

2 (Optional) Customise the report. 

QuickBooks allows you to run VAT reports for different periods. You will need 
to customise the VAT reports if your VAT accounting periods are non- 
standard. 

3 If you want to print the report, click Print. 

If you change your VAT accounting scheme 

If you change your VAT accounting scheme from accrual to cash-based, you must 
ensure that you exclude from your cash-based VAT returns input and output tax 
already accounted for on a previous accrual-based VAT return. 

If you change your VAT accounting from cash to an accrual basis, you must ensure 
that you include in your first accrual-based VAT return all input and output tax on 
transactions in previous periods where payment had not been made or received at 
the date of the change. 



Completing your VAT return 

You must file a VAT return each year even if you do not owe money or expect a 
refund. 

To prepare your annual VAT return, create a VAT 100 report covering your 
accounting year. You should also create VAT Summary and Detail reports to check 
the accuracy of your VAT 100 report. For instructions on creating VAT reports, see 
page 128. 

Complete your VAT return by copying information from the VAT 100 report to 
the appropriate boxes on the VAT return, checking it against the VAT Summary 
and Details reports as you go. 



Paying 



your VAT liability 
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Remitting VAT to HM Customs & Excise 

1 From the Suppliers menu, choose Pay VAT Liability. 

QuickBooks displays the Write Cheques window, and prefills the necessary 
fields. 

2 If necessary, change the bank account. 

3 In the Net Amt field (on the Expenses tab), enter the amount you owe 
according to the VAT Summary report. 

4 Click Save & Close. 

When you record a cheque, QuickBooks automatically records a decrease in 
your VAT Control account. 

VAT payments do not affect VAT reports at all. After you pay your VAT for the 
quarter (or for whatever accounting period you use), your VAT reports for that 
period still show the amount you owed. This lets you provide the necessary 
support in the event of a VAT audit. 

Receiving a VAT refund from HM Customs & 
Excise 

1 From the Suppliers menu, choose Receive VAT Refund. 

QuickBooks displays the Make Deposits window, and prefills the necessary 
fields. 

2 (Optional) Change the account into which to deposit the refund. 

3 In the Amount field, enter the amount of the refund. 

4 Click Save & Close. 

When you record a deposit, QuickBooks automatically records an increase in 
your VAT Control account. 

Keeping VAT records 

You are required by law to keep records and accounts of the taxable and exempt 
goods and services that you supply in the course of your business. You must also 
keep a record of your VAT Control account, and should track the taxable goods 
and services you receive, too. 

Normally, you should preserve your VAT records for six years. Check with your 
local VAT office for more information. We recommend that you regularly print 
out and keep all of your sales invoices that show VAT and VAT reports, both Detail 
and Summary. 

You will want to keep your computer files as well. Be sure to protect your data by 
making regular backups of your QuickBooks file. 
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Locking past VAT quarters 

After you've paid your VAT liabilities for a given period, you likely won't want 
your employees to change any of the transactions that affected your liability 
payment. QuickBooks lets you restrict access to these older transactions to be sure 
they are not changed without your knowledge. 

By requiring your permission to delete, add, or edit any transaction before a 
chosen date, you can discourage accidental or casual changes to "closed" 
accounting periods, but you can still make corrections when necessary. 

To deny users access to "closed" periods, when you set up user names and 
passwords for your staff, do not grant them permission to Change or Delete 
Transactions recorded before your closing date. Then enter a closing date that is 
later than the date of your payment. 

For more information about setting up user names and passwords, see "Setting up 
users and passwords" on page 111. 

To lock older transactions after remitting VAT: 

1 From the Company menu, select Set Up Users. 

2 Do one of the following: 

■ Select an existing user name from the list, then click Edit User, 
or 

■ Click Add User to create a new user name. 

3 If you do not want this user to have access to your historical transactions, give 
him or her access only to "Selected areas of QuickBooks" when the wizard 
prompts you. 

4 Work through the wizard until you reach the Changing or Deleting Transac- 
tions screen. 

5 Select No to the question, "Should this user also have the ability to change or 
delete transactions that were recorded before your closing date?" 

6 Work through the rest of the wizard for this user, then any other users in your 
user list or that you are adding. 

7 At the bottom of the user list, click Closing Date. 

■ If you closed the user list, from the Company menu, select Set Up Users. 

8 Enter the date up to which your books are closed, then click OK. 

9 Click Close to close the user list. 



To learn about. 



Search the Help index for. 



Using permissions to "close" closing periods 

your books 
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QuickBooks easily handles multiple currencies. 
At the conclusion of this chapter, you'll know 
how to set up prices in foreign currencies for 
items you sell internationally, enter information 
for foreign customers and suppliers, and deal 
with the exchange rates of the foreign currencies 
you use. Multicurrency is a Pro only feature. 
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Multicurrency: an overview 



In QuickBooks Pro, you can record transactions in many currencies. With the 
multicurrency feature turned on, QuickBooks tracks foreign transactions and 
accounts for them properly, regardless of the currency that is used. For example, 
if you sell goods to Germany as well as within Britain, you can enter some 
transactions in euro and others in Pounds Sterling. Tracking these foreign- 
currency transactions is as easy as selecting the foreign customer or supplier from 
your list; QuickBooks takes care of everything else. 

With multicurrency, you can also set up a fixed foreign price for items, or enter 
prices in your home currency and then have QuickBooks calculate the foreign 
price based on the current exchange rate. See "Set up foreign prices for items" on 
page 138 for more information on setting up foreign prices. 

The home currency refers to the currency that is used in the country in which your 
business is located. In registers and forms, home-currency transactions are 
displayed in the home currency, whereas foreign transactions are displayed in 
their foreign currency. On most reports, however, foreign balances are converted 
into the home currency. 

Note: Once multicurrency is turned on, you cannot turn it off. We recommend that you make 
a backup of your company file before turning multicurrency on. 

A note about exchange rates 

Exchange rates change daily, and these fluctuations can generate a gain or loss in 
your books. QuickBooks accounts for these gains and losses by tracking them in 
the Exchange Gain/Loss account (see "Exchange rates and how they affect your 
transactions" on page 141 for more information). 

The home currency is used to determine the value of all other currencies in 
relation to it. For this reason, the home currency's exchange rate value is fixed at 
one. Once the home currency is chosen, it cannot be edited or deleted. 



Setting up multicurrency 

If you deal in more than one currency, you need to turn on the multicurrency 
preference. This preference is turned off by default, unless you specified otherwise 
in the EasyStep Interview. 

After this preference is turned on, you need to assign a currency to customers and 
suppliers with whom you deal on an international basis. Customers and suppliers 
that were created before you turned on the multicurrency preference are 
automatically assigned your home currency. 

Note: Foreign accounts cannot be edited in an Accountant's Review file. For more infor- 
mation, see "Exporting data for your accountant (Accountant's Review)" on page 30. 
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Each foreign currency you deal in must have a matching Accounts Receivable or 
Accounts Payable account in the same currency. This allows you to track 
transactions specific to each currency you set up in QuickBooks. You can also set 
up foreign-currency Bank and Credit Card accounts. 

To set up multicurrency, you need to complete these tasks: 

1 "Turn on the multicurrency preference" on page 135. 

2 "Set up foreign accounts" on page 136. 

3 "Create foreign customers and suppliers" on page 137. 

4 (Optional) "Set up foreign prices for items" on page 138. 



Turn on the multicurrency preference 

If you invoice, receive payments, or pay bills in a currency other than the currency 
denomination of the country you live in, you should turn on the multicurrency 
preference. You can do so in one of two ways: in the EasyStep Interview as you 
create a new company (see "Preferences" on page 61) or in the Preferences 
window. 

Once multicurrency is turned on, you cannot turn it off. We recommend that you 
back up your company file before turning this feature on. That way, you can go 
back to the way your company was, if for some reason you don't want to use the 
multicurrency feature anymore. 



To turn on multicurrency from the Preferences window: 

1 From the Edit menu, choose Preferences. 

2 From the scroll box on the left, select Accounting. 

3 In the Company Preferences tab, select Use multicurrency and choose your 
home currency. The home currency is the currency denomination of the 
country in which you live. If you live in the Republic of Ireland, select euro as 
your home currency. 

J 





Account Numbers 

Use account numbers 

V Show Jowest subaccount only 



- Multicurrency 
V Use multicurrency 
Home currency |~~ 



Foreign item 
currency 



W Require accounts 
V Use class tracking 

F Use audit trail ^ 

W Automatically assign general journal entry number 



I - Use foreign prices on items 

I 



Help 



Also See: 

General 



Click OK. Multicurrency is now turned on, and the home currency is set. You 
can now: 

■ Assign a foreign currency to a customer or supplier. 

■ Use the currency list, which includes many common currencies and the 
latest exchange rates as of QuickBooks' release. 
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■ Generate a report to calculate unrealised and realised gains and losses. 

■ Quickly convert foreign currency to Pounds Sterling or vice versa with the 
Currency Calculator. 

■ Use the "Exchange Gain & Loss" expense account to track gains and losses 
due to fluctuations in exchange rates. 

■ Set a fixed foreign price for items that you sell frequently to one particular 
country. 

■ Locate multicurrency transactions with two new filters in the "find" 
function. 

2 Set up foreign accounts 

You can choose a foreign currency for Bank, Credit Card, Accounts Receivable 
(A/R) and Accounts Payable (A/P) accounts. 

You do not need to set up foreign Bank and Credit Card accounts in order to track 
foreign transactions. However, for each foreign currency you deal in, you must 
create an A/R account (if you have customers), an A/P account (if you have 
suppliers), or both in that currency. 

For example, if you have customers in Sweden and Norway, you'll need two 
additional A/R accounts: one with its currency set to Sweden Krona, and another 
set to Norway Krone. You cannot use the same A/R and A/P accounts that you use 
for your home-currency transactions because the currencies rarely trade as equals. 

Note: Once a transaction is recorded in an account, the currency of the account cannot be 
changed. 

To set up a foreign account: 

1 From the Company menu, select Chart of Accounts. The Chart of Accounts 
appears. 

2 On the Chart of Accounts window, click the Account menu button, and 
choose New. 

3 With the New Account window open. 



Create an A/R or A/P 
account for each 
currency in which you 
want to deal. See the 
online help for 
information on how to 
set up a new account. 

The currency of the 
account is selected here. 
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When you select a currency, the Exchange field shows its exchange rate. If you 
want to update the exchange rate, do it from the Currency List. See "Using the 
Currency List" on page 139 for more information. 



To learn about.. 

Setting up accounts 



Search the Help index for. 

accounts 



^ Create foreign customers and suppliers 

After you've set up foreign A/R or A/P accounts, you can set up the foreign 
customers or suppliers who will be using these accounts. To do so, create the 
customer or supplier as you normally would and select their currency in his or her 
profile. Once a currency is assigned to a customer or supplier, all future 
transactions involving him or her are recorded in currency you assigned, with the 
exception of bill and credit card payments (in this situation, the account you use 
to pay determines the currency of the transaction). 

Existing customers or suppliers (that is, ones you set up before turning on the 
multicurrency feature) are automatically assigned the home currency. The 
currency of these customers or suppliers cannot be changed if you have already 
recorded a transaction for them. If you want to use a different currency for these 
individuals, you'll need to create second profiles for them in the correct currency. 

Note: Once you record a transaction for a foreign customer or supplier, you cannot change 
the currency that is assigned to him or her. You cannot assign a foreign currency to the 
HM Customs & Excise and Inland Revenue suppliers. 

To create a new foreign Customer, Supplier, or Other Name: 

Open a new profile and fill it in as you normally would with the following 
exceptions noted on the graphic below. 



1 (Optional) Enter 
an opening 
balance if 
applicable. 

Once a 
transaction is 
recorded for a 
customer, you 
cannot enter an 
opening 
balance in this 
window. 



f Opening Balance H" 



" asQf|io/ii/2bWilj)| 



1 ■ 





m] 1 


Hj| 


h] 


Job Description 




J cb Type 




I ■ ■ 



i— Customer is 
inactive 



| United King ▼! 
Exchange Rale 



7 



2 Select the currency you 
want to associate with 
this profile. If the 
currency you want is 
not in the drop-down 
list, select <Add New> 
to create a new 
currency. 

Also, if the exchange 
rate is out-of-date, 
update it. 
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Only one currency can be associated with a customer, supplier or "other name." 
If you deal with a customer or supplier in more than one currency, you'll need to 
create an additional profile for him or her for each currency in which you do 
business. 



To learn about... 

Creating new customers 



Search the Help index for. 

customers 



Set up foreign prices for items 

By default, items in the Item List use the currency designated as your home- 
currency. What that means is when an item is used in a foreign transaction, the 
price of the item is calculated by multiplying the home-currency amount with the 
foreign currency's exchange rate. Because the price is converted based on an 
exchange rate, there is a possibility that the price of an item may go up or down 
if the exchange rate changes. 

QuickBooks allows you to set up a fixed foreign price on items you sell frequently 
to one particular country. By doing this, the foreign price of the item will not 
change due to fluctuations in exchange rates. You can only select one other 
currency besides your home currency to assign to item prices. 

To turn on foreign pricing: 

1 From the Edit menu, choose Preferences. 

2 From the scroll box on the left, select Accounting. 

3 On the Company Preferences tab, select Use foreign prices on items. 

4 From the "Foreign item currency" drop-down list, select the currency you 
want to use as a fixed foreign price on items. If you deal with more than one 
foreign currency, choose the currency you deal in the most. 

5 Click OK. 



•r How Do I? | 



Banking 



Desktop 
View 

% 

Finance 
Charge 



My Preferences 



Account Numbers 
V Use account numbers 



Company Preferences 

Multicurrency 



W Use multicurrency 
V Showjowestsubaccountonly Home currency | |j n jt e d Kingdom Po. . . _J 
W Use foreign prices on items 



Foreign item 
currency 



W Require accounts 
V Use class tracking 
W Use audit trail 

W Automatically assign general journal entry number 
Closing Date — 

Date through which books are closed 



r 



Netherlands Guilder I 



< Add New > 



Australia Dollar 
Canada Dollar 
Euro 

France Franc 
Germany Deutsche Mark 
Hong Kong Dollar 
Japan Yen 



■j NeHieilands Guildei 



Switzerland Franc 
United Kingdom Pound 
United States of America Dollar 




Once the foreign pricing 
preference is turned on.. 
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New Item 



Type 


|N cm-slock Part 


T 1 Use tor goods you buy but don t track, like orrice 
— 1 supplies, or materials lor a specilic job lhat you 
charge back to the customer 





r 1 r 

This iiem i; purchased for and said to a specific customenjob 



Spellira, 




...you'll see an extra field on the 
New Item window where you can 
enter a fixed foreign price for an 
item. 

QuickBooks uses an item's 
Foreign Price in transactions 
where the currency matches the 
currency that you chose in the 
foreign pricing preference. 



Using the Currency List 

The Currency List is a list of all the currencies that are set up in QuickBooks. We've 
included a total of 43 currencies in the Currency List. It contains information 
about each currency such as its exchange rate, currency symbol, and whether they 
are from countries belonging to the EMU. 

When a foreign transaction is recorded, QuickBooks uses the exchange rate from 
the Currency List to convert the foreign amount into the home-currency amount. 
You should rarely need to make changes to the Currency List, except to add and 
delete currencies, and update exchange rates. You cannot delete your home 
currency or a currency that has been used in a transaction. 

Tip: If you want to use a fixed foreign price for an item, (in other words, the price is not multi- 
plied by an exchange rate), use the foreign pricing feature. See "Set up foreign prices 
for items" on page 138 for more information. 



To create a currency: 

1 From the Lists menu, choose Currency List. 



Inactive currencies 
are not shown in 
this list. There are 
more than 40 
currencies created 
in QuickBooks. To 
display all 
currencies, tick this 
check box. 



Sjji Currency List 


■ -r How Do I? |_|D|X| 


Currency 


Exchanqe Rate 


Hotkey ■ — f 


Australia Dollar 


0.381599 


A 


Canada Dollar 


0.428199 


C 


Euro 


0.611499 


E 


France Franc 


0.093219 


F 


Germany Deutsche Mark 


0.312598 


M 


Hong Kong Dollar 


0.080908 


H 


Japan Yen 


0.005866 


Y 


Netherlands Guilder 


0.277499 


G 


Switzerland Franc 


0.379702 




JJnited Kingdom Pound 


1.000000 


P 


Unlted^tates of America Dollar 


1.470810 


D 


Currency - T IShow All 



Hotkeys help you convert 
foreign amounts to your home 
currency quickly. 

To use hotkeys, on any form, 
select the foreign amount you 
want to convert, then hold SHIFT 
and type that currency's hotkey. 
QuickBooks multiplies the 
foreign amount by its exchange 
rate, which gives you the 
amount in your home currency. 
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2 At the bottom of the Currency List, click the Currency menu button and 
select New. The New Currency window appears. 



Update the . 

^ \ Currency S 

exchange rate \ Holkej 

often to keeD 



often to keep 
your records 
up-to-date. 



Currency Code: 
ymbol: 



Exchange Rate: 
* EMU Member! 



Format 

Sample: 

Symbol position: 
Decimal Separator: 
Decimal Places: 
Thousand Separator: 



(I — Currency is A 
inactive J 



Tick this check box 
to make a currency 
inactive. This hides 
the currency from 
the list as opposed 
to deleting it. 

Minimising the 
Currency List makes 
it easier to read 
from drop-down 
lists on forms. 



3 On the New Currency window, fill in the options (at the very least, the 
Currency Name, Country, and Country Code fields must be filled in): 

■ Currency Name: The name of the currency. 

■ Country: The country in which the currency is used. 

■ Currency Code: The internationally-recognised code for the currency. 

■ Currency Symbol: The letter and/or symbol (such as £) to represent this 
currency on forms. 

■ Hotkey: A unique letter or symbol to use with the SHIFT key to multiply 
an amount by the currency's exchange rate. 

■ Exchange Rate: The value of one unit of the foreign currency in your 
home currency. In order to keep your foreign records accurate, you 
should update the exchange rate on a regular basis. 

■ EMU Member: If the country of this currency is an EMU member, tick 
this check box and, if necessary, enter the EMU rate. See "Exchange rates 
and how they affect your transactions" on page 141 for information on 
triangulation. 

■ EMU Rate: The EMU rate for this currency as adopted by the EU Council. 
Unless you are adding a currency for a country that has recently joined 
the EMU, this rate should never be changed. 

Format options 

■ Symbol Position: Select where you want the currency symbol placed. 
Your options include Leading (in front of the money value) or Trailing 
(behind the money value). 

■ Decimal Separator: Enter the symbol you want to use on forms to 
represent the decimal placeholder. The default is a period or full stop (.). 

■ Decimal Places: Select the number of decimal places you want to use on 
forms. You can select zero through 2. 

■ Thousand Separator: Enter the symbol you want to use on forms to 
represent the thousand placeholder. The default is a comma (,). 

4 Click OK. The new currency is added to the Currency List and is available on 
forms that use it. 
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9 ) To learn about. 

Creating, editing, or deleting a 
currency 



Search the Help index for. 

■ currencies, creating 

■ currencies, editing 

■ currencies, deleting 



Using the currency calculator 

The currency calculator is a handy way to convert a home-currency amount into 
a foreign amount or vice versa. 

■ From the Company menu, choose Currency Calculator. You can also get to 
the calculator by pressing F4 while a money value is selected. 



1 Type the money 
value you want 
converted. 



2 Select the 
currency of the 
money amount 
to convert. 




Currency Calculator 



asm 



1 500. 00 



Convert From: | United Kingdom Pound J^J 
ConvertTo: |Euro 



Clipboard | 



1 8i7.ee 



, 3 Select the currency 
you want the pound 
amount converted to. 



■ A read-only field that displays 
the result of the conversion. 



4 Click here to copy the converted amount to 
the clipboard. Than, use the paste command 
(CTRL+V) to paste the amount onto a field 
within a form. 



Exchange rates and how they affect your 
transactions 

The exchange rates provided in QuickBooks 2002 Pro were accurate at the time 
your software was released. However, because currencies fluctuate in value, you 
should update the exchange rates of your currencies often — every week or possibly 
more frequently, depending on the volatility of the currency. (The easiest way to 
update exchange rates is by using the Currency List. See "Using the Currency List" 
on page 139 for more information.) 

Tip: An exchange rate field also appears on some forms so that you can enter the latest 
exchange rate "on the fly", without having to go to the Currency List. You should (when 
reconciling your current accounts, for example) update the exchange rate used for 
cheques and deposits to reflect the actual rate that was used by your bank at the time 
the cheques were processed or your deposits accepted. 
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It is these changes in exchange rates that can affect the profits you make from 
foreign sales and your costs on foreign purchases. Basically, as a business owner, 
you want to track the potential effect of exchange rate changes on foreign 
transactions that haven't been completed (referred to as unrealised gains and 
losses) as well as the actual effect of the changes on transactions that have been 
completed (referred to as realised gains and losses). QuickBooks provides a report 
to help you track both types of gains and losses. 

Exchange rates and EMU countries 

If you deal with businesses belonging to the EMU, their transactions are first 
converted from your home currency to euro, and then converted to the 
destination currency. This is referred to as triangulation. 

For example, let's say you invoice an Italian customer and your home currency is 
Pounds Sterling. The amount of the invoice is first converted from Pounds Sterling 
to euro, then the euro amount is converted to Lira. 

Unrealised Gains and Losses 

When you create a foreign transaction, the foreign currency is worth a certain 
amount in your home currency as determined by its exchange rate on the day of 
the transaction. However, the exchange rate is likely to change before the 
transaction is closed. Until the transaction closes, the difference between the value 
of the foreign currency when you created the transaction and its current value is 
your unrealised gain or loss. 

For example, say a US customer purchases an item from you for $50 US Dollars, 
which is £65 at the time you issue the invoice. Before the customer pays you, the 
Pound Sterling falls, and the US Dollar exchange rate climbs to 1.5 from 1.3. The 
$50 US that the customer owes you is now worth £75, so your unrealised gain is 
£10. (You won't know how much money in Pounds Sterling the customer actually 
pays you until you receive his or her payment and deposit it in a bank. At that 
point, the bank converts it to Pounds Sterling, and your gain or loss is then 
"realised".) 

Many accountants prefer you take your unrealised gains and losses on open 
foreign transactions (invoices and bills) into account when you create reports 
about your company's net worth, as doing so gives a more accurate picture of the 
value of your company on that date. Check with your accountant to see what he 
or she recommends. 

To determine your unrealised gains and losses and make a home- 
currency adjustment: 

To ensure your net worth reports show the true value of your foreign currency 
accounts (and therefore your company) at the end of a reporting period, your 
accountant should make a home-currency adjustment in the general journal if 
your records show an unrealised gain or loss. 
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1 Create an "Unrealised Gains and Losses" report: 

a) From the Reports menu, select Multicurrency, then Unrealised Gain 
and Loss. 

b) In the Exchange Gain/Loss window, update the exchange rates for the 
purpose of this report. (Note that doing so does not update the 
Currency List.) 

c) Click OK. QuickBooks summarises your open foreign transactions and 
your potential gain or loss on them. 



On reports, foreign 
amounts are displayed 


ifsl Unrealised Gains & Losses 




Modify Report... Memoris 


e... Print... Excel... | Hide Header | Refresh | 




Dates | All 


" | From | _Hj To | H|Tota 


By | Unrealised Gain/Lc T | 


in the home currency. 


12:16 PM 


BRATS Landscaping Design 




In this example, the 


13/11/00 


Unrealised Gains & Losses 




home currency is 


Accrual Basis 


All Transactions 




Pounds Sterling, 




* Current balance * Adjusted balance * 


Gain/Loss * 


therefore these 


Account 






amounts are in Pounds. 


US A/R 


y 349.99 < 449.99 


100.00 




US Accounts Payable 


-360.35 -400.35 


-40.00 




TOTAL UNREALISED GAIN & LOSSES 


60.00 



2 Use the information in the report to create a home-currency adjustment in 
the General Journal to account for your gain or loss. Select the Exchange 
Gain/Loss expense account as the other account that will be affected by this 
entry. 

3 In the report above, the Unrealised Gains and Losses report shows a currency 
gain for the US A/R account, and a currency loss for the US A/P account. 
Therefore, the entries in the general journal should be recorded as follows. 



Tickthis check , 
box to ensure 
these 

amounts are 
recorded as 
an adjustment 
to the home 
currency 
without 
affecting the 
foreign 
balance of 
that account. 



ii General Journal Entry 




ZLHU HIHE3I 


■^Previous C^>Next ^ Print... 


^2 History _J Journal 





Date 109/26/2001 _h] Entry No. fl34 



C Input [Purchase) 
Show on VAT reports as: r Eulpul (Sa | e) 



Account Debit 
US A/R " 100.00 



Credit VAT VAT Amount 



Amounts In: [tJur j-J Exchange Rote fj 
*s Home Currency Adjustment 



Account 


Debit 


Credit 


VAT 


VAT Amount 


Memo 


Name 




Exchange G... 


40.00 






0.00 








US A/P 




40.00 




0.00 




EhcIi Vendor 


- 



/ 




You need to specify a 
customer name 
when a journal 
transaction is entered 
for an A/R account (or 
supplier name for an 
A/P account). 
When making a 
home-currency 
adjustment, create a 
phony customer or 
supplier to which you 
can assign unrealised 
gains & losses. 



4 Create your net worth reports. 

5 Reverse the General Journal entry to remove the unrealised gain or loss from 
your books. 
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Realised Gains and Losses 



A gain or loss on a foreign transaction because of changes in the exchange rate 
becomes realised once the transaction is paid (either partially or in full). When you 
close the transaction, QuickBooks compares the value of the foreign amount when 
the transaction began to its value when the transaction closed. QuickBooks enters 
the difference (gain or loss) in the Exchange Gain/Loss account (this account is 
created automatically when multicurrency is turned on). 

For example, if you owe a supplier 500 French Francs, and the Pounds Sterling/ 
Franc exchange rate changes from 0.09 when you ordered the products to 0.08 
when you pay the bill, your realised gain would be £5. That is, when you ordered 
the products, you owed £45, but you actually paid only £40 because the Franc fell 
relative to the Pound Sterling. QuickBooks balances the transaction by assigning 
the £5 gain to the Exchange Gain/Loss expense account. 

To determine your realised gains and losses over time, use the "Realised Gains and 
Losses" report. This detailed report shows the original amount of each foreign 
transaction in your home currency, the actual exchange rate when the transaction 
was closed, and the resulting gain or loss to you. 

To print a realised gains and losses report: 

■ From the Reports menu, select Multicurrency, then Realised Gain and 
Loss. 



I Realised Gains & Losses 



The amounts on 
reports are 
shown in the 
home currency 
denomination of 
the company file. 




11:08 AM 
13/11/00 
Accrual Basis 
* Type 



BRATS Landscaping Design 
Realised Gains & Losses 

All Transactions 



Account 

► Payment 13/11/2000 
Payment 14/11/2000 
Bill Pmt -Cheque 07/11/2000 
Payment 13/11/2000 
TOTAL REALISED GAIN & LOSSES 



Girard Camping Ex.. 
Girard Camping Ex.. 
Bottorff Designs 
Graham Highcock 



118.39 
98.57 
-1 54.44 
713.88 
776.40 



1.34 
1.45 
1 .47081 
1.50 



-11.56 i 
-1 .42 

0.00 
13.89 

0.31 
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Dealing with foreign customers 

QuickBooks handles customers who pay in foreign currencies in much the same 
way as customers who pay in your home currency. You create an invoice and 
receive payments in exactly the same way. The only difference is that the currency 
you assign to the customer in his or her profile becomes the currency of the 
transaction (see "Create foreign customers and suppliers" on page 137). 

Creating invoices for foreign customers 

Before you can create an invoice for a foreign customer, you must set him or her 
up in the Customerjob list and create a foreign A/R account. Once these are done, 
you can create an invoice as you normally would. As you do, you also need to: 



1 Select a foreign 
customer. QuickBooks"" 
selects an A/R account 
that matches the 
currency of the 
selected customer. If 
one doesn't exist, 
QuickBooks prompts 
you to create one. In 
this case, the 
customer is Canadian, 
so a Canadian A/R 
account is selected. 

2 Update the exchange 
rate if necessary. 



S Create Invokes - CDN A/R 




W To be printed V Arnts ire VAT 

[ 



■ The price of the item 
is converted into the 
customer's currency 
using an exchange 
rate. In this example, 
the price of the item 
(car) is £4.28, but 
when the item is 
added to the invoice, 
the price is 
converted to $10 
Canadian. 

You can also set up a 
fixed foreign price 
for items. See "Set 
up foreign prices for 
items" on page 138. 



Note: VAT codes are not transferred to sales forms when the invoice is created for a foreign 
customer, including those customers that belong to the EMU. 
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Receiving payments from foreign customers 



You receive payments from foreign customers as you normally would. As you do, 
follow these steps: 



Receive Payments 



□ X 



Select the foreign 
customer from whom 
you are receiving the 
payment. In this case, 
it is a US customer. 
QuickBooks selects an 
A/R account that 
matches the currency 
of the selected 
customer. If one 
doesn't exist, 
QuickBooks prompts 
you to create one. 



I Journal 



Print Credit Memo 




r^ Show credit information 



Set Credit? | Cleei Selections | Go To | 
^* Grouo with other undeposited lunds 



Exchange Rote \r,£2W 




The amounts on 
this form are in US 
Dollars because the 
customer is from 
the United States. 



•2 Update the 
exchange rate if 
necessary. 



Depositing foreign money 

1 From the Banking menu, choose Make Deposits. 

If you have payments in more than one currency to deposit, the "Payments 
to Deposit" window appears. 

2 (If necessary) In the "Payments to Deposit" window, from the drop-down list, 
select the currency for which you have payments to deposit. You can only 
deposit payments from one currency at a time. 

When you have made your selection, click OK. The "Make Deposits" window 
appears. 

3 In the Deposit To field, select the account to which you want to deposit the 
payment.You can deposit foreign money into a home-currency account (the 
amount is converted using the currency's exchange rate or a foreign bank 
account as long as the currency of the bank account matches the deposit's 
currency). 

4 In the Exchange Rate field, update the exchange rate to match the rate of 
exchange on the same day the deposit was made. 

5 Fill in the remaining fields as you normally would. 

If you are getting cash back from a foreign deposit, you need to set up a Petty 
Cash account that matches the currency of the money you are depositing and 
account for the holdback in it. 
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Dealing with foreign suppliers 



Working with foreign suppliers is much the same as working with suppliers in 
your home currency. You still make purchases and pay bills in the same way, but 
the currency of the transaction is the currency that you assigned to the supplier 
in his or her profile (see "Create foreign customers and suppliers" on page 137). 



Creating purchase orders for a foreign supplier 

Before you can create a purchase order for a foreign supplier, you must set him or 
her up in the supplier list, create a foreign A/P account, and have the purchase 
order preference turned on. 

Create a purchase order for a foreign supplier as you normally would. As you do, 
you'll also need to: 



1 Select a foreign supplier. 
Because the currency of 
this supplier is German 
Deutsche Marks (for 
example) the currency of 
this transaction is in 
Deutsche Marks. 

QuickBooks selects an A/P 
account that matches the 
currency of the selected 
supplier. If one doesn't 
exist, you are prompted to 
create one. 



2 Update the exchange 
rate, if necessary. 



\ Create Purchase Orders 



Previous ^ Next 



| Spelling ^ History 0 Journal 



Vendor 

| German Vendor 



Purchase Order 



Ship To 



Form Template 
^ | | Intuit Standard PO _*_| 







Tracer Stewart Designs j 


Terms 


[ Expected | Ship Via 1 


»| 03^01/2001 m\\ "\ 



Artwork 



Description Rate VAT AMT VAT Amount Customer 



27.99 




159.95 


















VAT TOTAL 27.99 
Total DM187.94 



: incVAT 



Save & Close Save fc New 



As you enter items on foreign purchase orders, their prices are converted to the 
supplier's currency. If you have set up a foreign price for an item and the currency 
of the price matches the currency of the supplier, QuickBooks uses the foreign 
price instead (see "Set up foreign prices for items" on page 138 for more 
information). 
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Paying bills from foreign suppliers 



Often, you will receive bills in a foreign supplier's currency and be expected to pay 
in the same. If you make purchases from a foreign supplier, you should consider 
opening a bank account in the supplier's currency. 

You can only pay bills from one currency at a time. 

1 From the Suppliers menu, choose Pay Bills. 

2 In the A/P Account drop-down list, select the A/P account that matches the 
currency of the bill you want to pay. For example, if you are paying a bill from 
a Canadian supplier, select your Canadian A/P account. 



You can only display 
bills in one currency at 
a time. The currency is 
determined by the A/P 
that is selected. In this 
case, we've selected a 
Canada A/P account, 
thus the bills listed 
here are from 
Canadian suppliers. 



Select the account 
from which the 
payment will be taken. 
If the bank account is 
not foreign, 
QuickBooks calculates 
the amount in the 
home currency that is 
to be withdrawn using 
the exchange rate. 




/ 


Date Due 


Vendor 


Fief. No. 


Arnt. Due 


Pedit Li-red 


Am^^aY | 


/ 




Canadian To^s Co. 




759.00 


0.00 






1 4/OV20Q1 


lanadian Tire 




1.852 80 


100 


□ □□ 1 










2,611.30 




759.00 1 





Credit Information tor Highlighted Bill 
Vendor Canadian Toys Co. 

BillRef.No. 



Number ol Credits 
T of.^! Qed;^ Available 
Set Credits I 



F'sj.Ti'j^rif Account 



f Current Account w ! 

Ending Balance 25.004 75 



i r Payment Method 

||[Eh^ T.bepnnted 

C Assign cheque ne 



Pay & Close Pay & New 



• Update the 
exchange rate. 

If the exchange 
rate changes 
between the 
time you 
entered the bill 
from the time 
you paid the 
bill, a gain or 
loss is 
generated. 
QuickBooks 
accounts for it 
by making an 
entry in the 
Exchange 
Gain/Loss 
expense 
account. 



To learn about. 



Search the Help index for. 



Payments using your credit card credit cards 
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Transferring foreign funds 



You can transfer money from a home currency bank account to a foreign bank 
account, or from a foreign account to a home currency account. Money can also 
be transferred between foreign accounts of the same currency. 

1 From the Banking menu, choose Transfer Funds. 

2 With the Transfer Funds Between Accounts window open: 



Fill in this 
window as 
you normally 
would. 



Update the 
exchange 
rate to match 
the rate of 
exchange on 
the day of the 
transfer. 



Transfer Money Between Accounts 



□ Previous E^Next | Journal 





Transfer Money 1 


Date 04/01/2001 g| 






Transfer Money From |UK Savings Account J*J 


Ending Balance GBP 


25,32975 


Transfer Money Jo |Euro Chequing Account _*_| 


Ending Balance EUR 


0 00 j 


^Exchange Rate |o. 61 1499 


Transfer Ami £ 
Transfer Currency 


4,000.o/ 
|GBP 2J 



I 




Select the currency 
denomination of the amount 
you want to transfer. 

For example, if you know 
the transfer amount in euro, 
select Eur from the drop- 
down list and then enter the 
amount you want to transfer 
in euro. 

If you know the transfer 
amount in Pounds Sterling, 
then select GBP from the 
drop-down list to specify the 
transfer amount in UK 
pounds. 
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I— How do I pay 

employees and 
track their time? 



Chapter 8 

Setting up 
payroll and 
time tracking 



Payroll: before 152 
you begin... 

Setting up 153 

payroll: an 

overview 

Setting up your 159 
payroll items 

Setting up 163 
employees 

Paying your 176 
employees 

Paying payroll 181 

taxes and 

liabilities 

Preparing year- 185 

end payroll 

forms 

Basing payroll 189 
payments and 
invoices on time 
worked 

(QuickBooks Pro 
only) 



Paying employees is a big responsibility, but with 
QuickBooks, it can be easy. Time tracking, 
available only in QuickBooks Pro, allows you to 
track hours for your employees or 
subcontractors. You can create payments based 
on these hours and pass the cost along to clients. 




I 



Before you can use QuickBooks' payroll features, you 
must subscribe to the QuickBooks Payroll Service. 

To subscribe, from the Employees menu, select Payroll Service. 

For more information, turn to "QuickBooks Payroll Service" on 
page 152. 
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QuickBooks Payroll Service 



Before you can use QuickBooks to pay your employees, you must have a 
subscription to the QuickBooks Payroll Service. You must sign up for the service 
and enter your Subscription Code into QuickBooks before you can use the payroll 
feature. 

QuickBooks Payroll Service takes the worry out of processing your payroll. It 
automatically provides you with an updated tax table whenever the payroll rates 
change. QuickBooks can then continue to calculate your payroll correctly. 

The QuickBooks Payroll Service automatically provides you with an updated tax 
table whenever the payroll rates change, so QuickBooks can continue to calculate 
your payroll correctly. It also ensures you receive any updates Intuit releases for 
the QuickBooks payroll system. It is the only service that fully integrates payroll, 
tax filing, reporting, and accounting with QuickBooks, so you only need to enter 
data once. 

If you have an Internet connection, the QuickBooks Payroll Service works in the 
background. Every time you connect to the Internet, whether QuickBooks is 
running or not, your tax tables are checked to confirm they are current and any 
updates are downloaded. If you don't have an Internet connection, you can get 
updates on CD or floppy disk(s). 

To subscribe to the Payroll Service, register QuickBooks, if you have not done so 
already. Then, from the Employees menu, select Payroll Service, then Subscribe, 
and follow the instructions. 

When you subscribe, you must provide the serial number of the copy of 
QuickBooks you want to use with your subscription, in addition to the group 
number. You can find your serial and group number by holding the Control 
(CTRL) key and pressing "1" on your keyboard (the "1" above the "Q" — not the 
"1" on your keypad). 

You must subscribe to the QuickBooks Payroll Service once for each copy of 
QuickBooks whose payroll features you want to use. 




To learn about... 



Search the Help index for... 



Subscribing to the QuickBooks 
Payroll Service 



QuickBooks Payroll Service 
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If you don't use the payroll feature in QuickBooks 



If you have employees, you must track how much they are paid and your payroll 
liabilities. You don't have to use QuickBooks to pay your employees — you can use 
an accountant or a payroll service. However, you still need to set up your 
employees on the Employee list and track the payroll payments and other payroll 
amounts so that your accounts will be correct. 

If you aren't using the payroll feature or turn it off, the Employee List allows only 
very basic information about each employee — name, contact information, 
National Insurance number, joining and leaving dates, and custom information 
you define. 

Even if you don't use payroll, you can still use the time tracking features of 
QuickBooks Pro. 



^ ) To learn about. 



Search the Help index for. 



Using an external payroll service payroll services, other than Intuit 

If you have employees, but aren't payroll, not using 
using QuickBooks payroll 



Setting up payroll: an overview 

The amount of time it takes to enter your payroll information into QuickBooks 
varies depending on the size of your company. Often, it can take one to two hours. 

To set up your payroll system: 

1 Subscribe to the QuickBooks Payroll Service. You cannot create payments or 
calculate payroll amounts unless you subscribe (see page 152). 

2 Make sure that payroll is turned on. 

■ From the Edit menu, select Preferences. From the scroll box on the left, 
select Payroll & Employees, and then on the Company Preferences tab, 
ensure 'Full payroll features' is selected. 

At this time, you can also set other preferences, such as how to sort your 
Employee list and what prints on a pay slip or payroll cheque and 
voucher. 

3 Gather the information you need to set up payroll (see page 154). 

4 Confirm that the payroll liability and expense accounts that QuickBooks 
creates for you meet your needs (see page 159). 

5 Set up: 

■ Payroll items (see "Setting up your payroll items" on page 159) 

■ Your employees (see "Setting up employees" on page 163) 

■ The employees' year-to-date amounts (see "Summarising amounts for the 
year-to-date" on page 167) 
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6 Protect your company's payroll data from unauthorised access by setting up 
user permissions. For information about restricting access to your company 
file, see "Setting up users and passwords" on page 111). 



To learn about... 

Setting up payroll 

Subscribing to the QuickBooks 
Payroll Service 

Getting the latest tax tables 

Setting payroll preferences 

Set user permissions for payroll 



Search the Help index for.. 

payroll setup, required information 
QuickBooks Payroll Service 

tax tables, updating 
preferences, payroll 
permissions 



Collecting the information you'll need 

If you paid employees before you set up your company in QuickBooks, you'll need 
to get information from your previous accounting package or your accountant. 



Information you need to 
start 


Where to find it 


Company 


How often you pay your employees. 


Your accountant or company 
records. 


Your tax district reference number. 


Your accountant or company 
records. 


Start date for payroll. 


Your company records. 


Tax information 


The current payroll laws and taxes 
that apply to your company. 


Your accountant or Inland Revenue. 


Current tax tables covering payroll 
withholdings such as National 
Insurance premiums. 


QuickBooks downloads them 
automatically for you, when you are 
subscribed to the Payroll Service. 


Compensation, benefits, and other 
payroll items 


How you pay your employees and 
directors: hourly wages, salaries, 
and/or commissions. 


Your accountant or company 
records. 
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Information you need to 
start 



Where to find it 



Things you add to employee payroll 
payments. 

■ Examples include bonuses, travel 
expenses, employee loans. 

Things you deduct from employee 
payroll payments. 

■ Examples include union dues, 
repayments of employee loans or 
advances, health or life insurance 
paid by the employee, deductions 
for personal pension plans. 

Expenses your company pays that 
are based on employee payroll pay- 
ments (employer contributions). 

■ Example include NICs, health or 
life insurance paid by the com- 
pany, etc. 



Your accountant or company 
records. 



Your accountant or company 
records. 



Your accountant or company 
records. 



Employees 



Employee names, addresses, date 
of birth, and National Insurance 
Numbers. 

Employee withholding setup. 

Employee's rate of pay or salary 
and payroll payment additions, 
deductions, and employer 
contributions (if any). 

Sick and holiday time accruing poli- 
cies and amounts. 



Employees. 



Employee, or existing payments, 
P45, reports, or payroll ledger. 

Payroll cheques, reports, or payroll 
ledger. 



Existing payments, reports, or pay- 
roll ledger. 
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Information you need to 
start 



Where to find it 



Year-to-date amounts 



Each employee's payroll amounts 
from the beginning of the payroll 
year to the date you started using 
QuickBooks. 

■ That is, the total amount you've 
paid out to the employee so far this 
year, and 

■ The total amounts you withheld 
from each of the employee's pay- 
ments and what for. 

Your payroll liability amounts from 
the beginning of the financial year to 
the date you started using Quick- 
Books. 

■ That is, the total amounts you 
withheld from all payroll cheques 
you issued this year, and, 

■ How much you already remitted to 
Inland Revenue, benefits provid- 
ers, etc. as a result of these liabili- 
ties. 



Copies of employee payroll cheques, 
payroll slips, payroll service, payroll 
reports, accountant, payroll ledger. 



Former payroll service, accountant, 
payroll ledger. 



Payroll expense and liability accounts 

When you turn on payroll, QuickBooks adds two accounts to your Chart of 
Accounts: 

■ Payroll Expenses (an Expense account) 

■ Payroll Liabilities (an Other Current Liability account) 

To keep your balance sheet and profit and loss statement accurate, QuickBooks 
associates each payroll item with the appropriate account or accounts. 

Whenever you create a new payroll item, QuickBooks helps you assign it to the 
correct account or accounts by prefilling the account name to use. However, you 
can use a different account if you like. For example, an accountant for a limited 
company may want to create subaccounts of the Payroll Expenses and Payroll 
Liabilities accounts to report expenses for directors separately from other salaries. 

It is also correct for some types of payroll items (such as a deduction for a loan 
repayment) to be associated with an account other than an expense or a liability 
account. 
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To learn about... 



Search the Help index for... 



Payroll Liabilities account 



payroll liabilities, account for 



Payroll Expenses account 



payroll expenses, account for 



Adding new accounts 



accounts, adding to your chart of 
accounts 



Editing account information 



accounts, editing information about 



Creating and using subaccounts 



subaccounts 



Payroll items for expenses 



Common employer payroll expenses include gross pay, employer-paid payroll 
taxes, and employer-paid benefits for employees. 

Generally, you should assign all payroll expenses to the Payroll Expenses account. 
When you run payroll, QuickBooks keeps track of your company's expenses for 
each employee. You can then see totals for your expenses on the Payroll Summary 
report and on the Profit and Loss Statement. 

Keeping track of payroll expenses 

You can track payroll expenses not only for salaries and hourly wages, but also for 

■ Employer-paid payroll taxes 

■ Additions, commissions, and employer contributions, if the "Track Expenses 
by Job" check box is ticked for the individual payroll item. (In the Add New 
Payroll Item wizard, tick Track Expenses By Job.) 

QuickBooks pro-rates the employer-paid expenses for an employee in the same 
proportion as you pro-rate the pound amounts of the employee's earnings. 

Tracking expenses by customer and job 

Some businesses like to see which customers and jobs create the most expense or 
work for them. If you want to keep track of all payroll expenses by customer or 
job, you need to do the following: 

■ Make sure the accounting preference for Customenjob tracking is turned on. 
(In QuickBooks Pro, Customenjob tracking is always on.) 

■ Make sure that the following payroll and employees preference is turned on: 
"Report all payroll taxes by ..." 

■ On every payroll item for a commission, addition, or employer contribution, 
tick the check box for "Track Expenses by Job." 

■ On each payroll payment you create, associate every salary or hourly wage 
with the correct job or jobs. 



Payroll expense and liability accounts 



157 



Tracking expenses by class 



If your business is a not-for-profit organisation that needs to do fund accounting, 
you may want to keep track of expenses by class. To track payroll expenses by class, 
do the following: 

■ Turn on "Use class tracking" in the accounting preferences. 

■ Turn on this payroll and employees preference: "Report all payroll taxes by..." 

■ On every payroll item for a commission, addition, or employer contribution, 
tick the check box for Track Expenses by Job. 

■ Depending on the payroll and employee preference you choose, assign one 
class to an entire payroll payment, or assign a separate class to each earnings 
payroll item on a payroll payment. 

Tracking expenses by service item (QuickBooks Pro) 

Some businesses keep track of expenses by service item. To track payroll expenses 
by service item, do the following: 

■ Turn on the payroll and employee preference for "Report all payroll taxes by 
Customerjob and Service Item." 

■ On every payroll item for a commission, addition, or employer contribution, 
tick the check box for "Track Expenses By Job." 

■ Set up each employee to "Use time data to create payroll payments." 

■ On each payroll payment you create, associate every Customerjob with the 
correct Service Item. 



To learn about. 



Search the Help index for. 



Keeping track of payroll expenses payroll, tracking expenses 
by customer and job, or class, or 
service item 



Payroll items associated with liabilities 

Often, you have to deduct amounts from your employees' pay and pass them on to 
the government. For example, when you pay an employee, your company 
temporarily keeps the income taxes he or she owes and remits that money to the 
government later. 

These types of deductions are not expenses because the money you pass on comes 
from the employee, not your company. Instead, because you temporarily keep 
money that you owe to someone else, these types of deductions are liabilities. 
Payroll items for liabilities are usually assigned to the Payroll Liabilities account. 

When you run your payroll, QuickBooks calculates how much you owe the 
government for each withholding tax, deduction, and employer contribution 
payroll item and records the amounts in the Payroll Liability account. With each 
payroll payment you create, the balance of this account increases. When you pay 
your payroll taxes and other payroll liabilities with the Pay Liabilities window, 
QuickBooks decreases the balance of the liability account. 
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Combinations of expenses and liabilities 

Some payroll items are a combination of liabilities and expenses. For example, the 
portion of National Insurance (NI) that you withhold from an employee's payroll 
payment is a liability, while the portion that you pay as an employer is an 
expense. 

Payroll items for employer-paid taxes and employer contributions are usually 
assigned to both a liability account and an expense account. 



Setting up your payroll items 

Payroll items are the building blocks of your payroll system. When you create any 
kind of payroll transaction in QuickBooks — whether it's a payroll payment, a 
liability payment, or a payroll adjustment — you use payroll items to do it (in the 
same way that sales forms use service or stock items). 

There are payroll items for employee compensation (salaries and wages), amounts 
you withhold from employee payroll payments (taxes and other liabilities), 
employer-paid expenses (such as employer-paid benefits), and additions and 
deductions (such as bonuses and loan repayments). QuickBooks uses payroll items 
to track the individual amounts on a payroll cheque and the accumulated year-to- 
date wage and tax amounts for each employee. 

QuickBooks displays your payroll items on the Payroll Item list. The names of the 
payroll items are what you'll see on payroll payments and in payroll reports. 



About the default payroll items 

When you first turn on the payroll feature, QuickBooks creates the Payroll Item 
list with some standard payroll items. These include: 



Payroll item name 


Type 


Use for 


Salary 


Yearly Salary 


Amount paid per year, irrespective of hours 
worked 


Salary Backpay 


Yearly Salary 


Amount paid per year to cover a previous 
period, irrespective of hours worked 


Hourly Pay 


Hourly Pay 


Amount paid per hour to an hourly 
employee 


Hourly Backpay 


Hourly Pay 


Amount paid per hour to cover a previous 
period 


Sick Salary 


Yearly Salary 


Amount paid for sick time taken by a 
salaried employee 
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Payroll item name 


Type 


Use for 


Sick Hourly 


Hourly Pay 


Amount paid per hour to an hourly 
employee for sick time 


Holiday Salary 


Yearly Salary 


Amount paid for holidays taken by a 
salaried employee 


Holiday Hourly 


Hourly Pay 


Amount paid per hour to an hourly 
employee for holiday time 


Income Tax 


Payroll Taxes 


Income tax withheld from an employee 


NIC Employee not 
contracted-out 


Payroll Taxes 


A regular (not contracted out) employee's 
portion of National Insurance 


NIC Employee 
contracted-out 


Payroll Taxes 


National Insurance for a contracted-out 
employee 


NIC Employee Rebate 


Payroll Taxes 


National Insurance rebate respecting a 
contracted-out employee 


NIC Employee Rebate 
(ER) 


Payroll Taxes 


Employer portion of National Insurance 
Rebate respecting a contracted-out 
employee 


NIC Employer Rebate 


Payroll Taxes 


National Insurance rebate for the employer 
of a contracted-out employee 


NIC Employer 


Payroll Taxes 


The employer's portion of National 
Insurance for an employee 


Tax Credit 


Payroll Taxes 


Working Family Tax Credit, child tax credit, 
and/or Disabled Person Tax Credit from 
Inland Revenue 


Collection of 
student Loan 


Payroll Taxes 


Student Loan repayments deducted 
directly from an employee's payment 


bbr 


Addition 


Statutory Sick Pay 


SMP 


Addition 


Statutory Maternity Pay 


Bonus 


Addition 


Bonus pay 


Stakeholder Pension - 
Employee 


Deduction 


Employee portion of an SPS 


Stakeholder Pension - 
Employer 


Employer 
Contribution 


Employer portion of an SPS for an 
employee 


Pension payout 


Addition 


(Only appears if you complete the payroll 
section of the EasyStep Interview) 


Employer pension 
contribution 


Employer 
Contribution 


(Only appears if you complete the payroll 
section of the EasyStep Interview) 
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Payroll item name Type 



Use for 



Employee pension Deduction 
contribution 

Additional Voluntary Deduction 
Contribution (AVCs) 

Give as You Earn (GAYE) Deduction 



(Only appears if you complete the payroll 
section of the EasyStep Interview) 

(Only appears if you complete the payroll 
section of the EasyStep Interview) 

(Only appears if you complete the payroll 
section of the EasyStep Interview) 



Creating new payroll items 

As you set up your payroll system, you will need to create new payroll items to 
match the way you pay your employees. To create new items, use the Add New 
Payroll Item wizard. 

To start the Add New Payroll Item wizard: 

■ With the Payroll Items list open, click the Payroll Item menu button, then 
select New. 



Payroll item type Use for 

Wage Use Yearly Salary payroll items for 

■ compensation to employees whose annual 
salary is independent of the number of hours 
actually worked. 

■ compensation to salaried corporate directors 
(with expenses assigned to an expense account 
for corporate director salaries). 

Use Hourly Wage payroll items for compensation 
based on the number of hours worked. 



Commission 



Compensation based on a percentage of another 
quantity (such as sales volume) or a flat amount 
times another quantity (such as units sold). 



Deduction 



Any deduction from gross or after-tax (net) pay. 
Examples include union dues, loan repayments, 
employee deductions for pension schemes, or 
employee-paid insurance. 



Addition 



Any addition to gross or after-tax (net) pay such as 
a bonus. 



Employer Contribution 



Any employer-paid benefit or expense that you 
want to track with each payroll payment. Examples 
include employee benefits such as health and life 
insurance. 
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As you create the item in the wizard, you should: 

■ Confirm that the expense and liability accounts assigned to it meet your 
needs and change them, if you need to. 

■ Choose how to track the payroll item on P60 forms if it's an addition, 
deduction, or employer contribution. If you're not sure how to tax a 
payroll item, check with your accountant or Inland Revenue. 



To learn about... 

Changing the name of payroll 
items 



Search the Help index for. 

payroll items, editing 



Adding payroll items 



payroll items, adding 



How to set up common payroll items 

Follow this guide as you set up payroll items. 



Payroll item 
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Car allowance 


Add'n 


Gross 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


Earn 


Child Support 
Agency 


Ded'n 


Net 






















Commission 


Add'n 


Gross 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


Earn 


Company Car 
Contribution 


Ded'n 


Net 






















ESPP 

contribution 


Ded'n 


Net 






















Expenses 


Add'n 


Net 






















Give As You Earn 


Ded'n 


Gross 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


/ 




Health Insurance 
Deduction 


Ded'n 


Net 






















Housing 
Allowance 


Add'n 


Gross 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


Earn 


Pay in Lieu 
of Notice 


Add'n 


Gross 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


Earn 


Redundancy 
Payment (up 
to £30,000) 


Add'n 


Net 
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Save As You Earn Ded'n Gross SJSSJSSJJ 



Staff Loan 


Add'n 


Net 




















Staff Loan 
repayment 


Ded'n 


Net 




















Stock option 
exercise 


Add'n 


Gross J 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


/ 


Earn 





Setting up employees 

/|\ Use payroll only to pay employees, not subcontractors or owners. 

' * ' To pay subcontractors, set them up as suppliers, have them bill you, and pay 

them with the Pay Bills feature. Later, for your year-end forms, create a report 
to show you how much you have paid each subcontractor. 

To pay owners, use an owner's drawing from an equity account. 

Generally, an employee is a person you pay on a regular and ongoing basis to 
perform services for your company, using materials and equipment you provide. 

Usually, people in business for themselves are owners or partners, not employees. 
Always pay owners and partners with an owner's drawing instead of a payroll 
payment. If you need to track commission sales for owners or partners, add them 
to the Sales Rep. list. 

If your business is limited, directors who work in the business are usually 
employees. 

If you're not sure whether a person providing services for you is an employee, 
owner, or contractor, contact Inland Revenue or your accountant. 

To set up employees for payroll, you need to: 

■ (Optional but recommended) Set up employee defaults. 

■ Add the employees to your Employee list, or add payroll information for 
employees already on your Employee list. 
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Entering 'standard employee' defaults 



Employee defaults help you set up new employees quickly. You enter information 
that most employees have in common. These defaults then show up every time 
you set up a new employee. If the information isn't right for an employee, you can 
change it for him or her. 

If you change the defaults, the new information shows up the next time you set 
up a new employee. Employees that you have already set up do not change, in 
most cases. 

The Employee Defaults window resembles the Payroll Info tab of the New/Edit 
Employee window. You can set up the following information in it: 

■ Salary or wage payroll items (with or without rates) 

■ Pay period 

■ Class, if you're using classes to track your employees 

■ Whether you want to use time data to create payroll payments (QuickBooks 
Pro only) 

■ Additions, deductions, and employer contributions that appear on payroll 
payments 

Note: The order in which you enter payroll items in the Addition, Deductions, and Employer 
Contributions table can affect the amount QuickBooks calculates for each item and for 
taxes. 



In QuickBooks^ 
Pro, this check 
box appears 
only if time 
tracking is 
turned on. 



Payroll taxes and other withholdings 
Sick and holiday time 



Employee Defaults 



| Item Name H surly/Annual Rat j 


| Hourly Pay 


675 

"1 



Pay Frequency | Weekly 
Pay Method 

Class 



BACS 



y How Pol? | 

"3 



r Use time data to create payments 

-Additions, Deductions, and Employer Contributions- 



Item Name 


Amount 


Limit 




Dental Plan _^ 


12.00 
















OK 



Cancel 



Help 



The Class 

field is 

available only 
if you have 
class tracking 
turned on. 



To learn about... 

Setting up the employee defaults 

Determining the order in which 
you add payroll items to the 
Employee Defaults window 



Search the Help index for.. 

employee defaults, creating 

employee defaults, order of payroll 
items in 
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Setting up employees 

Before setting up your employees in QuickBooks, you should create the payroll 
items you need for your company (see "Setting up your payroll items" on 
page 159). 

Also, consider setting up your employee defaults (see "Entering 'standard 
employee' defaults" on page 164), so that QuickBooks can prefill much of the 
information you need when you set up an individual employee. 

Each of your employees needs to tell you about which payroll taxes apply to him 
or her and which tax credits he or she will claim. If he or she has a P45 from a 
former employer, the employee should provide it as well. 

Using the Employee list and employee profiles 

In QuickBooks, each of your employees has a profile containing information 
about him or her (such as contact information, National Insurance Number, date 
of birth, and the payroll information you need to create pay cheques). These 
profiles are stored in the Employee list and are made up of three tabs: 

■ Address Info: Contact information, National Insurance number, date of 
birth, and joining and leaving dates. 

■ Additional Info: Custom fields for tracking any information you prefer. 

■ Payroll Info: The employee's specific salary or hourly rate and additions, 
deductions, or employer contributions; the payroll taxes that apply to him or 
her, information from former employers; how his or her sick and holiday time 
will accrue; and bank account information for BACS or Giro payments. 
The Payroll Info tab has several subsections, which you reach by clicking the 
buttons on the right of the tab. You set up many important parts of your 
payroll in them: 

Emergency Tax Code: If an employee starts working for you but doesn't 
know his or her tax code, Inland Revenue provides you with a temporary 
one, which you can enter in the Tax/NI Details window. 
Week 1/Month 1 Payroll Tax Code: If you need to enter an income tax 
code for an employee on a Week 1 /Month 1 basis, enter his or her tax 
code in the Tax/NI Details window, then put an "X" at the end (for 
example, "475LX" or "K325X"). 

Scottish Variable Rate: If the employee is affected by a varying tax rate 
in Scotland, tick this check box. (QuickBooks adds an "S" to the front of 
his or her tax code in the Tax/NI Details window.) 
Tax Credits: If the employee is receiving a Working Family Tax Credit, 
Child Tax Credit, or the Disabled Persons Tax Credit, you can tick the Tax 
Credit check box in the Tax/NI Details window. Remember that, as the 
employer, you must calculate these credits manually and enter them 
onto each payment. 

Collection of Student Loans: If the employee is repaying a student loan, 
you can tick the CSL check box in the Tax/NI Details window. 
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Director's NT: If the employee is a director of the company, you can tick 
the Director check box in the Tax/NI Details window, then enter his or 
her appointment date and whether or not the director holds an APP 
(Appropriate Personal Pension). 

Information from Previous Employers (P45 forms): If the employee 
came to you from another company part way through the tax year, you 
can click the Previous Employment button to enter the details of his or 
her P45 form. 

Fill in each tab for each employee. For information about specific tasks, check the 
How Do I? menus or the Help index. 

If you pay on commission (QuickBooks Pro) 

As you enter the employee's name in the employee profile, QuickBooks 
automatically records the employee's initials. If your employees earn commissions 
for items they sell, you must also add the employee to the Customer Sales Rep list. 

Then you can select an employee's initials from the Rep drop-down list when 
entering a sale or estimate to give the correct employee credit. You can also 
produce reports showing sales by employee. Pay these employees with a payroll 
payment, not a "regular" cheque. 




To learn about... 



Search the Help index for... 



Adding employees 



employees, adding 



Setting up payroll information for 
existing employees 



employees, payroll information 
about 



Categorising employees by class 



employees, grouping by department 
or location 



Types of employees 



employees, types 



How the order of payroll items 
affects amounts on your 
employee's payroll payments 



payroll payments, affecting amounts 



Paying the owner(s) of a business 



owners' drawings 



166 



Chapter 8 Setting up payroll and time tracking 



Summarising amounts for the year-to-date 



Note: Skip this section if your company has not done payroll before or has not issued any 
payroll payments this year. You are ready to start creating payroll payments. 

If you're just starting to use QuickBooks for payroll and you've already issued 
payroll payments for this payroll year, you need to: 

■ Enter year-to-date (YTD) information to summarise your payroll transactions 
from 6 th April (the start of the payroll year) through to your QuickBooks start 
date. For a discussion of start dates, see "Determining a start date" on page 53. 
You must enter two types of YTD summary: one for each employee you have 
paid and one for the payroll liability payments you've sent in to Inland 
Revenue so far. 

A wizard helps you enter this information. To start it, from the Employees 
menu, choose Set Up YTD Amounts. (The YTD wizard is not meant for 
entering information from an employee's P45 form, which belongs in his or 
her employee profile. See page 166 for more information.) 

■ Enter your payroll transactions (payroll payments and liability cheques) for 
the period between your QuickBooks start date and today. 

As you enter this information, QuickBooks updates your payroll year-to-date 
amounts as you issue payroll payments and keeps your payroll liabilities 
correct. 

■ At the end of the payroll year, you'll need a breakdown of the lump-sum year- 
to-date information from each employee for the correct columns on his or her 
P14/60 form. 

When you first set up an employee in QuickBooks, you enter his or her year- 
to-date information as a lump sum. However, on the P14/60 form, Inland 
Revenue requires a detailed breakdown of Nl-able earnings vs. earnings limits. 
To meet this requirement, you need to split the employee's year-to-date 
earnings (that is, from before your QuickBooks start date) across Columns la, 
lb, and lc on the P14/60 form at the end of the year. 

The information you need is detailed in your employees' PI 1 worksheets from 
your old payroll system. For this reason, you should be careful that these Pll 
forms are stored carefully until you are completely finished with them. 
When you are ready to complete this part of your year-to-date setup in April, 
turn to "Entering employee year-to-date amounts onto P14/60 forms" on 
page 186. 
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Entering year-to-date summaries for each employee 



For each employee (both current and former) you paid during the current payroll 
year, you must enter a summary of his or her earnings, withheld taxes, and other 
amounts from 6 th April through to your QuickBooks start date. 

For each employee, you must enter both taxes withheld from his or her earnings 
and taxes that are an employer expense, as long as you owed them as a result of 
the employee's earnings. For example, you must enter income tax and NI 
summaries. 

Then you'll be able to do the following: 

■ Print correct year-to-date amounts on each payroll payment. 

■ Print correct P14/60s for each employee at the end of the payroll year. 

■ Create accurate payroll reports, including reports of current payroll liabilities. 

■ Correctly observe annual limits for taxes, deductions, and additions. 

Depending on how you've kept your records, you can enter amounts summarised 
by month, by pay period, or for the entire year to date. 

You enter employee year-to-date summaries with the Enter YTD wizard. When 
you select an employee and click Enter Summary, QuickBooks displays each 
payroll item you entered in that employee's profile. 



If the amount you paid 
the employee has 
already come out of 
your bank account, 
select this option. 

If you want, you can — 
type a description 
about this adjustment. 

In this area, enter the A 
totals for salary, hourly 
wages, and holiday 
and sick time paid out 
during this period. 

Enter hours worked 
during the period if you 
want hours to appear 
on reports. QuickBooks 
displays a message if 
hours are required. 



-f 2000 / 2001 YTD Adjustment loi Kamlesh Raiyaguru 



O Cleared 


Nn 




n fl , R 31/10/2001 


To: Kamlesh Rajyaguru 


I -2,1 98 00 


Memo 








Hem Name 


YTD Amount 


Income Tan 


2,100.00 


NIC Employee not contracted ... 


98.00 


NIC Employer 


128.00 


SMP 





Earnings Basis 



0.00 ■ 
0.00. 
0.00 



> > Newt Period 
44 Prev Period 



Accounts Affected... 



Historical Pay Cheque 



From |OE/04/2001 _■] 
To |05/05/2001 _Hj 



rheTd. 



If you have refunded an employee more income Tax lhan you have withheld, 
enter Ihe dilference as a negalive amounl in Ihe VTD Amount column. 
Note: The negalive sign will not be displayed on screen. 



To insert a payroll 
item, press 
CTRL+INSERT. 
You can skip over 
items not used in 
this period. 



In this area, enter 
totals for all other 
earnings, 
withholdings, and 
employer-paid 
- taxes or payroll 
expenses for this 
employee. 

Include taxes 
regardless of 
whether you have 
paid them yet. 



■ In the "Employee Salary and hourly wages totals" area, enter payroll items for 
sick and holiday time taken during this period and their corresponding wage 
amounts. Do not include them in your totals for regular salary or hourly 
wages. 

■ In the "Employee and Employer YTD totals..." area, leave the YTD Amount 
field blank if there was no amount for this payroll item during this period. 
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■ In the "Employee and Employer YTD totals..." area, add payroll items for one- 
time-only payroll amounts, such as bonuses, that occurred during this period. 
You must enter anything that affects compensation or payroll taxes. You do 
not have to enter non-payroll adjustments such as reimbursements for office 
supplies. 

■ Enter separate amounts for the employee and employer portions of National 
Insurance. QuickBooks uses the separate amounts to track totals for employee 
withholding; it uses both portions to track your total payroll liability. 

■ Enter all tax liabilities created because of compensation paid, even if the 
amounts were paid later or were employer expenses. If you have refunded an 
employee more income tax than you have withheld, enter the difference as a 
negative amount. 

■ If you decide to track employer-paid expenses (such as insurance) as a payroll 
expense for each pay period, you must type amounts for the employee so far 
this payroll year in this window. Later in the setup procedure, you must also 
enter the amounts actually paid so that QuickBooks can keep track of how 
much you still owe. 

After you've entered the amounts for this period, click OK to finish. If you have 
another period to enter, click Next Period instead. 



Should my YTD information affect my 
accounts? 



Option 



When to choose 



What QuickBooks 
does 



Do not affect 
accounts 



this option at setup. 



Most people should choose 



■ Affects no balance 
sheet accounts and 
adds no expenses. 



■ You need to enter all your 
account opening balances 
in QuickBooks as of your 
start date, and you do not 
want these amounts to 
change the balances of 
your accounts. 



■ Adjusts payroll year-to- 
date amounts that print 
on cheque vouchers 
and pay slips; display in 
payroll reports; and 
determine annual limits 
for taxes, deductions, 
and additions. 



■ If your start date is mid- 
year, and you make an 
adjustment for all income 
and expense accounts, you 
do not want these 
amounts to affect that 
adjustment. 
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Option 



When to choose 



What QuickBooks 
does 



Affect liability 
and expense 
accounts but 
not the bank 
account 



You may want to choose this 
option at setup if you have 
never used a payroll liability 
account before, and you 
want a correct balance in the 
account. 

This option is also appropri- 
ate after you start using pay- 
roll if you need to adjust the 
amount owed for a payroll 
item. 



Enters an increase in 
each liability account 
associated with a 
payroll item used for 
the period. 

Tracks an expense for 
each expense account 
associated with a 
payroll item used for 
the period. 

Enters a decrease in the 
Opening Bal Equity 
account for the net 
amount paid the 
employee during the 
period. (This adjust- 
ment keeps your books 
in balance.) 



Affect liability, 


You are unlikely to want to 


■ Enters a payment in the 


expense, and 


choose this option at setup 


designated bank 


bank accounts 


since it affects your bank 


account for the net 




account balance. 


amount paid to the 






employee during the 






period. 






■ Enters an increase in 






each liability account 






associated with a 






payroll item used for 






the period. 






■ Tracks an expense for 






each expense account 






associated with a 






payroll item used for 






the period. 



About earnings bases 

An "earnings basis" is the total of an employee's earnings used to calculate payroll 
taxes. It's also called taxable income or, for NI purposes, insurable ("Nl-able") 
earnings. 
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QuickBooks calculates an earnings basis for payroll taxes in this way: 

■ First, it totals all salary, hourly wages, and commissions. 

■ Then it adds to gross those additions and employer contributions that affect 
gross and are subject to that specific tax. 

■ Finally, it subtracts from gross those deductions that are deducted prior to 
calculating that specific tax. 

If the total exceeds the maximum annual earnings limit for this tax, the earnings 
basis equals the maximum earnings limit. If you entered a YTD adjustment for the 
employee, QuickBooks counts it towards the maximum. 



To learn about... 

Entering YTD amounts for 
employees 



Search the Help index for. 

year-to-date amounts, employee 



Earnings bases 



earnings basis 



Entering YTD summaries of liability payments 

Note: Skip this section if your company has not made any payments for payroll taxes or liabil- 
ities incurred during this payroll year. 

For this adjustment, you'll need to know how much you paid from the start of the 
payroll year (6 th April) to your QuickBooks start date for each of the following: 

■ Each payroll tax (whether withheld from employees or paid as an employer 
expense). 

■ Each deduction you withheld and then paid. 

■ Each employer contribution you paid. 

Except for employer-paid payroll taxes, this adjustment is only for payroll 
liabilities you paid. It is not for other expenses related to or paid to employees (for 
example, salaries, wages, and bonuses). 



Prior Payments of Taxes and Liabilities 



' Payment Date HMfcHK:!: m\ (For Period Ending |31/12/1993 



Type the date • 
you made the 
liability 
payment. 



Taxes and Liabilities 



Item Name 



Income Tan 

NIC Employee not c. 

NIC Employer 



6,087.19 
3,233.44 
3,900.00 




Type the ending 
date of the period 
you are 
summarising. 
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To learn about... 

Entering YTD liability payments 



Making sure your payroll data is complete 

Because QuickBooks bases new payroll transactions on existing data, it's very 
important that you enter all of your payroll data accurately. After setting up your 
payroll system and entering your year-to-date information, you should make sure 
that it is complete and correct. 



Procedure 


Comments 


Search the 
Help index 
for... 


/ 


Review your 
Employee list. 


The Employee list should 
include names of all employees 
on your payroll at any time 

Hiirinn thp piirrpnt na\/roll ypar 
li u i 1 1 i y u ic uu i i ci 1 1 [Joy i un y i 

(even if they have left). 


employees, 
reports about 
lists, printing 


□ 


Review your 
Payroll Item list. 


The Payroll Item list should list 
everything you need to track on 
a payroll payment. 


payroll, 
reports about 
lists, printing 


□ 


Review an 
employee contact 
list report. 


The report should include 
National Insurance numbers, 
addresses, and phone numbers 
for all employees. 


employees, 
reports about 


□ 


Review your pay- 
roll summary for all 
employees for this 
entire payroll year. 


You should be able to match the 
amounts for payroll items with 
the amounts for payroll 
accounts in the payroll report 
from your former accounting 
system. 


employees, 
reports about 


□ 


Review your pay- 
roll liabilities as of 
6 th April of this 
year. 


You should be able to match the 
amounts for payroll items with 
the amounts for payroll 
accounts in the liability report 
from your former accounting 
system. 


payroll, 
reports about 


□ 



Search the Help index 
for... 

year-to-date amounts, liability 
payments 
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Procedure 


Comments 


Search the 
Help index 
for... 


/ 


Print a balance 
sheet as 6 th April of 
this year. 


It should match the balance 
sheet from your former account- 
ing system as of 6 th April of this 
year. 


balance sheet, 
reports 


□ 


Print a balance 
sheet as of 6 th April 
of last year. 


It should match the balance 
sheet from your former account- 
ing system as of 6 th April of last 
year. 


balance sheet, 
reports 


□ 


Print a profit and 
loss statement for 
the entire payroll 
year. 


It should match the profit and 
loss statement from your former 
accounting system for the entire 
payroll year. 


profit and loss 
reports 


□ 



Managing payroll and employee 
information 

As your business grows and changes, you will probably find it necessary to add or 
remove payroll items, hire (and sometimes terminate) employees, and track 
additional information about your payroll. 

Managing payroll item information 

Remember that you can use the same payroll item for many employees. You can 
customise hourly wage payroll items, for example, in the setup window for each 
employee to allow for different rates of pay. 

You can change the information for existing payroll items, although you probably 
do not want to change whether the item is subject to tax. You may want to change 
a payroll item, for example, because 

■ The annual limit for a deduction changes. 

■ Your accountant wants you to assign it to a different account. 

If you've set up a payroll item properly, you likely won't need to change the way 
it affects taxes, even if you need to change other information. Also, you don't have 
to create different earnings and other non-tax items for each employee as you can 
customise amounts or percentages in his or her setup window. 

You can't delete the payroll items for taxes and other government deductions that 
QuickBooks creates for you, but you can hide them if you don't use them. 
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How changes to payroll items affect QuickBooks 



Changes you make to payroll items affect new payroll payments you create, and 
certain changes can also affect how past payments are classified historically on tax 
forms, reports, and payment details. 

Changing the following information for a payroll item affects employee profiles 
and all previously-created payroll payments: 

■ Payroll item name. 

■ Account(s) assigned to it (liability or expense). 

■ Assigned box on P60 form. 

Changing the following information affects future payroll payments only: 

■ Whether it is calculated on Gross Pay or Net Pay. 

■ Payroll taxes affected (for additions to or deductions from gross pay). 

■ How the item is calculated on the payroll payment (for example, ticking or 
clearing the "Based on Quantity" option). 



Managing employee information 

You can change an employee's personal or payroll information whenever 
necessary, and the changes will affect all future payroll payments you write to him 
or her. Changes you make to an employee's name, address, and National 
Insurance number are also reflected in previously-written payroll payments, but 
do not affect any of the amounts on those payroll payments. 

The following types of information must be changed individually for each affected 
employee. Changing the payroll item doesn't affect the employees who use it. 

■ Annual limits for a deduction. 

■ Rate or amount changes for a deduction, addition, employer contribution, or 
other tax item. 

Note: Change the information in the employee defaults first. In many cases, QuickBooks asks 
if you want to also change the information for all matching employees. 




To learn about... 



Search the Help index for... 



Changing payroll item 
information 



payroll items, editing 




To learn about... 



Search the Help index for... 



Changing employee information 



employees, editing 



Adding custom fields 



employees, custom fields for 



Giving an employee a rise 



employees, rises for 
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Hiring and terminating employees 



When you hire a new employee, simply set up a new Employee profile for him or 
her (see "Setting up employees" on page 165). If you have set up employee 
defaults (page 164), this information is copied from the defaults into the new 
employee profile. Then, if you need to, you can change any of the information for 
this particular employee. 

When an employee leaves the company, you need to enter the leaving date into 
his or her profile. When you do, QuickBooks displays the Deceased check box, 
which you should tick if the employee has passed away. See "Printing P45 forms" 
on page 175. 

Tip: It's a good idea to enter a leaving date for an employee only after you have created his 
or her final payroll payment. In order to print a P45, however, a leaving date must be 
entered. When the pay period date is later than the leaving date, QuickBooks no longer 
displays the employee's name in the Select Employees to Pay window. 



You can't delete an employee who has left if there are transactions associated with 
him or her. You can, however, hide the employee's name in your Employee list. 



To learn about... 

Hiring a new employee 
An employee leaving 



Search the Help index 
for... 

employees, adding 
employees, leaving 



Printing P45 forms 

If an employee leaves your company (referred to as a leaver), QuickBooks can 
generate a P45 form and print it for you to give to the leaver. 

Once you print a P45 for a leaver, you cannot make changes to the form or print 
another form. If a former employee loses the P45 or you discover that you made 
a mistake, tell the leaver to contact the Inland Revenue office straight away. 

To create a P45 form: 

1 Issue the employee's final payroll payment. 

2 Enter the employee's leave date in the Employee profile. 

3 Load the pages of the P45 form into your printer. If you have trouble aligning 
the P45 form in your printer, see "Solving printing problems" on page 114. 

4 From the Employee menu, select P45 for leavers. 

5 From the drop-down list, select the employee that is leaving, and click OK to 
print the P45. 
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Paying your employees 



Note: Before you begin writing payroll payments, be sure that your payroll system is set up 
completely and correctly (see page 153). Also, you should go online to receive the 
latest tax table or install it from diskette (if you received one). 

Selecting employees to pay 

To select which employees you want to pay: 

■ From the Employees menu, choose Pay Employees. 



If you print 
cheques, tick 
this check box. 



If you're not 
printing 
cheques, clear 
the To be 
printed' check 
box and enter 
information for 
your payment 
method here 
(e.g. BACS or 
Giro). 



If you enter hours worked, commission bases, 
sick or holiday time, or other variations from 
pay period to pay period, select this option. 



If all your employees are salaried and 
receive a standard payroll payment for 
this pay period, select this option. 




QuickBooks creates a payment for each employee 
you select. You can sort the list by either the 
employee's first or last name, according to the 
setting in Payroll and Employee Preferences. 



When you create a payment, 
the date changes to the latest 
pay period end date for the 
employee. 



You can specify 
different 

payment and pay 
period dates on 
the payments, if 
you need to. 

If you have many 
employees, you 
can sort them by 
payment method 
and by payment 
frequency. 



When you've selected the employees you want to pay, click Create to display 
payment information for the first employee. 

Tip: You can pay employees in groups. For example, first select your salaried employees, 
whose payments you don't need to review, and pay them. Then select your hourly 
employees and choose to preview their payments so you can enter their hours. 
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Previewing, adjusting, and creating payroll payments 



When you select the Enter hours and preview payment before creating option in 
the Select Employees To Pay window, then click Create, QuickBooks opens the 
Preview Payroll Payment window. 



If the employee is paid by the hour, type or edit the 
number of hours worked for each rate. 

(QuickBooks Pro fills in the hours either from time 
data or from the last payroll payment.) 



If the employee is 
paid on salary, you 
can enter hours if you 
want to split the 
salary amount 
between jobs. 

However, QuickBooks 
calculates the amount 
of the payment from 
the employee's pay 
period and total 
annual salary. 



If a commission, 
addition, deduction, 
or employer contri- 
bution is based on a 
quantity, enter it here 



Preview Payment 



If this is a bonus or commission cheque, you likely 
don't want sick or holiday time to accrue for it. 

To prevent sick and holiday time from accruing for 
this payment only, tick this check box. 



How Do I? | _x 
'ay Period |01 /03/2000 ■ ■ |3V03/2000 ■ 




40:00 



SickAvailable I 
Holiday Available I 160:00 
Sick Accrued I 
Hoi. Accrued ! 
Do not accrue time 



Other Payroll Items 



E moloyee Summary 




The Employer Summary shows employer- 
paid taxes and contributions that do not 
directly affect the amount of the payment. 



The Employee Summary shows wages, 
commissions, withheld taxes, and other 
additions and deductions that print on 
the voucher of the cheque or pay slip. 



The payment 
total. 



In the Preview Payroll Payment window, you can do all of the following: 

■ View the amounts QuickBooks calculated for each payroll item (including 
gross earnings, taxes, and all other additions, deductions, and employer 
contributions) for the payment. 

■ Enter or edit the number of hours worked. 

■ Enter sick or holiday time, or prevent these from accruing (on this payment 
only). 

■ Enter the base quantity on which to calculate commissions, additions, deduc- 
tions, or employer contributions that are based on quantity. 

■ Add or delete wage, commission, addition, deduction, or employer contri- 
bution payroll items. 
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Note: To suppress the payment of regular salary on a bonus payment, delete the salary item 
in the Preview Payroll Payment window. (Select it and press CTRL+DEL.) 



■ Edit the amount for any payroll item. 

When QuickBooks creates a payroll payment, it does the following: 

■ Updates the pay period end date of the last payment written for the employee, 
and removes the tick mark in the Select Employees to Pay window. 

■ Creates a payroll payment (a cheque, Giro slip, or pay slip) for your employee 
for the net amount, showing the deductions. 

■ Increases or decreases the employee's accrued sick and holiday time by the 
amount entered for the payroll payment. 

If you ticked the Do not accrue time check box in the Preview Payment 
window, you prevent the sick and holiday time from accruing for this 
payment only. 

■ Updates year-to-date balances for the employee. 

■ Draws the amount of the payment from the bank account you chose (usually 
your current account). 

■ Records an increase in each affected liability account, showing the extra 
liability resulting from the payroll transaction (for both the employee's 
payroll deductions and employer contributions). 

■ Updates and tracks your payroll expenses in expense accounts. 

■ Updates any other accounts you have assigned to any payroll items used in 
the payroll transaction. 



Reviewing and correcting payroll payments 

After you've recorded a payroll payment, you can review it at any time. 

Reviewing a payroll payment 

1 From the Lists menu, choose Chart of Accounts. 

2 Select the current account on which you create payroll payments. 

3 Click the Activities button (at the bottom of the Chart of Accounts window), 
then choose Use Register. 

4 Locate the payment in the register. 

■ Payroll cheques have PAY CHQ in the Type field. 

■ BACS or Giro supercheques have PAYROLL in the Type field. 

5 Select the payment, then click Edit Transaction. 

6 QuickBooks displays the Payment window. This window is similar to the 
Write Cheques and Bill Payments windows but has a Summary section instead 
of a voucher. 




To learn about... 



Search the Help index for... 



Previewing and adjusting payroll 
payments 



payroll payments, checking amounts 



n 
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Pay Cheque - Natwest Current Account 



Pay to the Order ot Carol L. Walker 



^History g Journal 



No. To Print 
Date 31/03/2000 j 
_^_| £ 1 709 33 



One thousand seven hundred nine and 33/1 00" 1 





Carol L. Walker 






The Old Barn 




Address- 


Little Hampdon 






Iver.SLQ EYT 





Payment Summary 

Earnings 1,333.33 

Additions 5QD.QQ 

Taxes -323.50 

Deductions 0.00 



Pay Period 01/03/2000 - 31/03/2000 
Hours Worked 0:00 



Payment Detail .. 



The Payment Summary 
section summarises 
earnings, additions, 
taxes withheld, and 
deductions. 

It also displays the pay 
period end date and the 
hours worked. 



, Click Payment Detail 

to see more detail or 
to edit the payment. 




7 (Optional) Change the cheque number, memo, address, or the "To be 
printed" status directly in this window. 

8 (Optional) Click Payment Detail. 

QuickBooks displays the Review Payment window. Here, you can make any 
necessary corrections. When you finish, click OK. 



Note: To ensure the accuracy of subsequent tax calculations, you cannot change certain 
things. On payroll payments, you cannot edit the payment date, amount, or payee. To 
do so, you must delete and re-enter the payment, as well as any subsequent payments 
to the employee. On BACS or Giro supercheques, you cannot edit the payment date. 



9 To print a copy of the payment, click Print. 

■ For payroll cheques, the voucher gives the complete details of the 
payment. 

■ If you pay employees through BACS or Giro, you can print pay slips to 
provide your employees with the information that appears on a payment 
voucher (see "Printing payroll cheques and pay slips" on page 180). 
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Deleting or voiding a payment 

You cannot void BACS or Giro payment cheques. Instead, you must delete and (if 
necessary) re-enter them. However, you can only edit, delete or void the last 
payroll payment that you issued. You may want to do so if: 

■ a payroll cheque mis-printed and you need to re-print it, but also need to 
account for all the cheque numbers used. 

■ an employee's payroll cheque is lost or stolen, and you need to reissue it. 

■ there was an error in a recent payroll cheque that your employee has not yet 
cashed. 



Note: If you submit payroll tax forms for the period covering a payroll cheque, then 
void the cheque, you may have to re-submit your forms. It may be easier to write 
a "regular" cheque (using the Write Cheques window) to the employee for the 
difference and adjust your payroll liability amounts manually, but you should consult 
your accountant before doing so. 

You may want to delete a payroll payment if it is a duplicate that has not been 
printed yet. 



To learn about... 

Editing existing payroll payments 
Voiding payroll cheques 
Deleting payroll payments 



Search the Help index for. 

payroll payments, changing 
payroll cheques, voiding 
payroll payments, deleting 



rinting payroll cheques and pay slips 

You can print all your payroll cheques at one time, but you must print them 
separately from other cheques. Set up your printer for payroll cheques the same 
way as for other cheques in QuickBooks. If you have trouble printing payroll 
cheques or pay slips, see "Solving printing problems" on page 114. 

If you don't print payroll cheques with vouchers (e.g. if you pay through BACS or 
Giro), you can print pay slips for your employees instead. Pay slips provide all 
required legal information, including: 

■ Employee's full name, address, and National Insurance number 

■ Pay period start and end dates 

■ Salary or hourly rate and hours, and gross pay for the pay period 

■ Deductions from and additions to the gross pay, including income tax with- 
holding or exemptions 

■ Net pay 

■ Accrued sick and holiday time used and available, if you have chosen to print 
them in the Payroll & Employees preferences. 

■ Payroll-year-to-date amounts for the preceding items 

■ Current NI and tax codes 
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® 



To learn about... 

Printing payroll cheques 
Printing pay slips 



Search the Help index for. 

payroll cheques, printing 
pay slips 



Paying payroll taxes and liabilities 

When it's time to pay your payroll liabilities, QuickBooks shows you how much 
you owe and to whom, lets you choose which liabilities to pay, and creates 
cheques for you. It also helps you fill in the forms you need to send in with your 
payments. 




Always use the Pay Liabilities window to write cheques for your 
payroll (and other) liabilities. 



Do not use the Write Cheques window! If you do, QuickBooks does not update 
your payroll liability accounts, and your payroll reports will not be accurate. 



Creating payroll liability cheques 



Step 


Procedure 


1 


Create a Payroll Liabilities report to see how much you owe, to 
whom, and for what. 


2 


Adjust the amounts you owe, if necessary. 


3 


Use the Pay Liabilities window to create cheques for the amounts 
you owe. 


4 


Fill in a P32 form to send to Inland Revenue along with your 
payment. 


5 


At the end of the payroll year, remit your Class 1 A NIC liability to 
Inland Revenue. (For information about creating year-end payroll 
forms, see "Preparing year-end payroll forms" on page 185.) 



Paying payroll taxes and liabilities I 181 



Adjusting a payroll liability 



In rare cases, you may find that the amount for a payroll item tracking a liability 
doesn't match what you actually owe. For example, there may be a small 
discrepancy due to rounding. You can adjust your payroll liabilities with the 
Liability Adjustment window. 

1 From the Employees menu, choose Adjust Payroll Liabilities, then do the 
following. 



Select a payroll . 
item to adjust. 



Enter the date you want this adjustment to affect 
your payroll liability account. 

/ 



Liability Adjustment 



IM2 



Date 109/04/2002 jl] 


Effective Date 1 09/04/2002 h| 


» 


Next Adjustment 


Adjustment is for 

f Company (* Employee 




« 


Prev Adjustment 


| Peter Parker J^J 




□ K | 


Cancel 


Tawes and Liabilities 



25 CO a> jiujt^er:' ;■ - :o ■ 




Accounts Aifecied. 



Show Wage Ba-es. 



Enterthe amount of the adjustment. A positive amount increases 
what you owe. A negative amount reduces what you owe. 

For example, if the Liability by Payroll Item report says that you 
owe £450 but you know you owe £475, enter the difference: 25. 



2 (Optional) Click Accounts Affected to select how the adjustment will affect 
your accounts. 

■ If your liability and expense accounts have the wrong totals as well as 
your liabilities (the usual case), you should choose to affect your 
accounts. 

■ If your liabilities are wrong but your liability and expense accounts have 
the correct totals, choose to not affect your accounts. 

3 Click OK. 

4 If you chose to affect your liability and expense accounts and you adjusted an 
amount withheld from payroll payments, you need to adjust an expense 
account to offset the change in your liability account. Type the name of the 
expense account you want to affect, then click OK. (Most people choose 
Payroll Expenses.) 



^ ) To learn about. 



Search the Help index for. 



Adjusting payroll liabilities payroll liabilities, adjusting 
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Paying payroll liabilities 



Most businesses need to remit payment by the 19 of the month for the previous 
month's deductions. Check with Inland Revenue to see what's right for your 
business. You may want to set up reminder notes for yourself using the To Do 
Notes feature. 

1 From the Employees menu, choose Pay Payroll Liabilities. 

2 Type the date range for the liabilities you want to pay, then click OK. 

3 In the Pay Liabilities window, mark the payroll item liabilities you want to 
pay now and select options for the cheque. 

■ Before you can pay a liability, you must have a payee entered in the 
payroll item's Payable To field. If you don't have one, you'll be asked to 
add one here. 

■ Certain liabilities can be selected and paid only as a group, such as 
National Insurance. 



The window shows liabilities owed as of the end of last month that are 
not yet paid. Change these dates if you pay more than once a month. 

If you use QuickBooks EEHElB^BB ^BBBBBBBBBBBBBg^H^ w Do I? ■ - 

to print cheques, tick ^ 
this check box. 

If you write cheques 
by hand, clear it. 



This is the date the — 
transaction affects 
your bank account. 

Mark the liabilities — ■ 
you want to pay. 
QuickBooks creates 
one cheque per 
payee, not one 
cheque per liability. 

To add a name that's 
missing in the 
Payable To column 
of this window, edit 
the payroll item. 



\7 To be printed 

Cheque Bank Account 
|Barclays Current Account T | 
Payment Date 
| 20/03/2000 




p Create liability cheque 
without reviewing 
Review liability cheque to 
(• enter expenses/penalties, 
' Class 1A NIC, SSP and SMP 



Report 



Sort By | Payable To 



Show liabilities from 1 06/04/1333 ■] through 1 23/02/2000 ■]• 

UnmarkAII 



y 


Payroll Item 


Payable To 


Amt. Due 


Amt. To Pay 


■/ 


Collection of Student Loan 


Inland Revenue 


0.00 


0.00 B 


■/ 


Income Tan 


Inland Revenue 


662.33 


662.33— 


■/ 


NIC Employee not contract... 


Inland Revenue 


330.73 


330.73 


■/ 


NIC Employer 


Inland Revenue 


443.25 


443.25 


■/ 


NIC Employer Rebate 


Inland Revenue 


0.00 


0.00 N 



1.502.31 



1^ Show all liabilities 



Ending Bank Balance 



Tick this check box to show all payroll liabilities for 
the period, including any credits and zero amounts. 



, Click Report to 
generate a 
Payroll Liabilities 
report for the 
specified period. 



QuickBooks 
displays this 
date on the 
liability cheque 
as the "paid 
through" date. 



If you want, you 
can change the 
amount you're 
paying in this 
column. 



4 Select whether you want to review the cheque(s), then click Create. 

■ After you create a cheque, the Payroll Liabilities report shows a decrease 
in the amount you owe to reflect the payment. However, other reports 
may show the amount you owed for the period regardless of payments 
you've made. 




O ) To learn about. 

Paying payroll liabilities 



Search the Help index for. 

payroll liabilities, paying 
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To learn about... 



Search the Help index for... 



Adding an agency name missing 
in the Payable To column 



payroll items, editing 



Creating a report that shows your 
payroll liabilities 



payroll 



reports about 



Entering a discount for payroll 
liabilities 



payroll 



liabilities, discounts 



Entering a penalty or fine for 



payroll 



liabilities, penalties 



payroll liabilities 

Entering a refund cheque for over- payroll liabilities, refund cheque 
payment of payroll liabilities 



Creating a P32 (Employer's Summary) form 



Along with your payment to Inland Revenue, you need to submit a P32 form. The 
P32 explains the details of the payment to Inland Revenue. 

To help you prepare this form, QuickBooks provides a report. 

1 Display the Payroll Item list. 

2 Select the payroll item you need for the P32 form from the list (for example, 
Income Tax or National Insurance contributions). 

3 Click the Reports menu button and choose QuickReport. 

4 Make sure the date range accurately reflects your reporting period. 

5 Use the information about the payroll item to complete your P32 form. 



If you provide a car to an employee for private use (usually in addition to business 
use), Inland Revenue collects from you a percentage of the value of this benefit. At 
the end of the payroll year, you must calculate and remit to Inland Revenue the 
amount you owe. 

Before you can do so, you should have the following accounts set up in your Chart 
of Accounts: 

■ a Payroll Expense account of type "Expense" 

■ a Class 1A Owed account of type "Other Current Liability." 

To enter your Class 1A NIC liability: 

1 From the Banking menu, choose Make Journal Entry. 

2 In the first detail line of the entry: 

■ Select your payroll expense account in the Account column. 

■ Enter the amount of Class 1A NIC owing in the Debit column. Enter a 
memo for this transaction (e.g., Class 1A NIC) in the Memo column. 



Tracking 



and paying Class 1 A NIC 
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3 In the second detail line of the entry: 

■ Select your Class 1A NIC liability account in the Account column. 

■ Enter the amount of the Class 1 A NIC that you owe in the Credit column. 

■ Enter a memo for this transaction (e.g., Class 1A NIC) in the Memo 
column. 

4 Click OK to record your transaction. 



Preparing year-end payroll forms 

Near the end of the payroll year, you need to create year-end payroll forms for 
your employees and Inland Revenue such as Pll, P14/60, and P35 forms. 

Step Procedure 

1 If you have not received your employer's form pack, order blank 
portrait-format P14/60 and P35 forms for computers from Inland 
Revenue. 

2 Consult your accountant or Inland Revenue guidelines about 
reporting employee benefits and any items or amounts about 
which you are uncertain. 

3 Print a P1 1 report for each of your employees for your reference 
(see "Creating a P11 (Deductions Working Sheet) report" below). 

4 Create and review a P60 for each employee who worked for you 
at any time during the last year (see "Creating and reviewing 
P14/60 forms" on page 186). 

5 If you entered year-to-date information for an employee for the 
last payroll year, break the amounts from his or her old P1 1 form 
across Columns 1a, 1b, and 1c on his or her P14/60 form (see 
"Entering employee year-to-date amounts onto P14/60 forms" 
on page 186). 

6 Enter any other adjustments you need to make. 

7 Test the printing alignment by printing a sample form, and make 
any adjustments that are necessary (see "Solving printing prob- 
lems" on page 1 14 if you have trouble). 

8 Print the forms (see "Printing P14/60 forms" below). 

9 Distribute the printed forms. 

10 Print a P35 summary report for your reference. 
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Creating a P11 (Deductions Working Sheet) report 

QuickBooks can create and print the PI 1 Deductions Working Sheet, which you 
print at the end of the payroll year and retain for your records. 

You may need to provide this document during an audit, and you may also wish 
to print it part way through the year as a reference guide. 

The PI 1 is a special report, and as such, cannot be customised like other reports. 

1 From the Reports menu, choose Employees & Payroll, then P11 Report. 

2 Select the employee for whom you are printing the Pll from the drop-down 
list. 

3 Click OK. 

4 Make sure that the year is correct. If necessary, choose another year from the 
drop-down list. 

5 Click Print (on the report buttonbar) to print the Pll. 



Creating and reviewing P14/60 forms 

At the end of the payroll year, you must create a PI 4/60 form for each of your 
employees. QuickBooks can print these forms for you. However, you first need to 
contact Inland Revenue to obtain blank, portrait-format forms for computers on 
which QuickBooks can print. 

1 From the Employees menu, choose Process P60s. 

QuickBooks displays a list of all employees you paid during the year. 

2 Select the correct payroll year from the drop-down list. 

3 Mark the employees to process now. 



Entering employee year-to-date amounts onto 
P 14/60 forms 



Note: Only complete this section if you started using QuickBooks to pay your employees this 
payroll year and entered year-to-date information about payroll payments made prior 
to your QuickBooks start date. For a detailed explanation of this and other year-to-date 
requirements, turn to "Summarising amounts for the year-to-date" on page 167. 

When you set up your company file in QuickBooks, you entered year-to-date 
information for employees for the past payroll year. You must now break these 
year-to-date amounts across Columns la, lb, and lc of employee P14/60 forms. 

To split an employee's year-to-date amount, you need the Pll worksheet you used 
for him or her under your previous payroll system. If you do not have that Pll, 
contact your accountant or Inland Revenue for tables that will help you split the 
employee's earnings correctly. 

Note: If the employee changed Nl codes in the period before your QuickBooks start date, be 
sure you use the correct amounts from his or her End of Year Summary area. 
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To split year-to-date amounts onto P14/60 forms: 

1 If you have not yet created a Pll worksheet for this employee from within 
QuickBooks, do so now. (See page 186 for step-by-step instructions.) You 
should also have the employee's Pll worksheet from your previous payroll 
system ready. 

2 Using the employee's previous Pll worksheet, determine how much of the 
employee's payments, for the payroll year (prior to your QuickBooks start 
date), belong in each of Columns la, lb, and lc. 

3 Total each of the three columns. 

4 Create a P14/60 for the employee according to the instructions overleaf. 

5 Double-click each of Boxes la, lb, and lc and edit its entry to add the amount 
you calculated for that box in Step 3. Essentially, you are adding the year-to- 
date amounts that QuickBooks doesn't take into account because your Quick- 
Books start day happened mid-way through the actual payroll year. 



Creating and reviewing P14/60 forms 

1 From the Employees menu, choose Process P60s. 

QuickBooks displays a list of all employees you paid during the year. 

2 Select the correct payroll year from the drop-down list. 

3 Mark the employees to process now. 

■ To mark (or clear) an employee, click in the </" (tick mark) column next 
to his or her name. 

4 Click Review P60s. 

5 Carefully review the employee's form. 

6 To correct employer or employee information, click Cancel and make the 
changes in the following places: 

■ To correct the name, address, or other information about the employer 
(that is, your company), select Company Information from the Company 
menu. 

■ To correct the employee's name, address, National Insurance number, or 
Scheme Contracted-Out No., select Employee List from the Employee 
menu, then double-click the employee to edit. 

7 To change the amounts in any of the boxes, double-click them, then enter the 
adjustment in the window that appears. 

■ (Optional) Type a description to as a reminder of what the adjustment is. 

■ Type the amount, then click OK. 

Note: QuickBooks adds the adjustment to the amount shown, then shows the new 

total. To reduce the total, put a minus sign before the amount. 

8 To approve the form (with changes, if any), click Next. 

9 Repeat Steps 5 through 8 for the remaining marked employees. 

1 0 On the last form, click OK. 
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Printing P14/60 forms 



You must review your employees' P14/60 forms before you can print them. If you 
have problems printing your forms, see "Solving printing problems" on page 114. 

1 Load the forms into your printer. 

■ If you have a continuous-feed printer (such as most dot-matrix printers), 
load the blank forms into it as you would any continuous-feed paper. 

■ If you have a sheet-fed printer (such as most laser and inkjet printers), 
manually feed the blank forms into it so no forms are wasted. 

2 Test the printing alignment. 

Before you print forms for your employees, test that your printer prints them 
correctly, and if not, make the necessary adjustments (see "Solving printing 
problems" on page 114). 

3 Print the forms: 

a) Confirm that the employees whose forms you want to print are selected. 

- To mark (or clear) selected employees, click (tick) in the field next to 
the employee's name. 

b) Click Print 60s. 

c) If your printer uses sheet-fed forms (as most laser and inkjet printers do), 
load the next blank form into it and click Print 60s again, until you have 
printed all the copies you need. 

4 Distribute the forms: 

■ Usually, Inland Revenue receives the P14 sections and the employee 
receives the P60 section. 



Note: If amounts appear to be incorrect or missing on your P14/60 forms, check the 

alignment of the forms in the printer. If the alignment is not the problem, 
check that your payroll items are set up correctly for P60 tracking. 



Creating a P35 summary report 

The P35 CS report summarises all the P60 forms you are filing. You can use this 
report to help you complete the Inland Revenue P35 form. If you have more than 
10 employees, you can simply send the P35 CS printout that QuickBooks produces 
to Inland Revenue. 

1 From the Employees menu, choose Process P60s. 

2 Click Review P35. 

3 Make sure the date range accurately reflects your reporting period. (It 
probably doesn't!) 

4 (Optional) To include only certain employees on the P35 CS report, choose 
Filters, then Names, and choose the names you want. 

5 Click Print. 
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Basing payroll payments and invoices on 
time worked (QuickBooks Pro only) 

If you track the time your employees spend on each job, you'll be able to: 

■ Invoice customers based on the number of hours of work done for them. 

■ Automatically fill in hours worked on payroll payments. 

■ Track payroll costs by job, class, or type of work. 

■ Report hours worked by person, job, or type of work. 

■ Track billable versus non-billable time. 

■ Make better decisions about work capacity, hiring needs, and employee 
productivity. 



Should I make time billable? 

When you record time worked for a particular customer or job, one option is to 
mark it as billable. Then, when you invoice the customer, you can add the billable 
time to the invoice. After you put the time on a sales form, QuickBooks marks it 
non-billable, so you won't charge twice for the same thing. 

If the work done by your employees is billable to a customer, it becomes billable 
as soon as you record the time in QuickBooks. It doesn't matter whether you have 
actually paid the employees for it yet. 

Some businesses track time without making it billable. For example, if you agree 
to do a job at a fixed price, you would not invoice for time. However, you may still 
want to track time so you can decide after completing the job whether you set the 
right price. 



Choosing a method to track time 

QuickBooks Pro comes with a separate Timer programme that can run regardless 
of whether QuickBooks is on the same computer. You can track time with the 
Timer and transfer the time data into QuickBooks later. 

You can also use the built-in Stopwatch or enter time data into QuickBooks 
manually using weekly timesheets. 



Situation 

You have access to Quick- 
Books and want to use a 
stopwatch approach to time 
tracking: turn on a timer, 
work, then stop the timer. 



How to track time 

Use the Stopwatch in the 
Time/ Enter Single Activity 
window in QuickBooks Pro. 



See... 

■ "Setting up QuickBooks Pro 
to track time" on page 190 

■ "Using the Stopwatch to 
time an activity" on 
page 197 
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Situation 



How to track time 



See. 



You want people who don't 
have access to your Quick- 
Books company data file to 
track their own time. 



Distribute copies of the 
QuickBooks Pro Timer to 
these people, and have them 
give you their time data. 



"Setting up QuickBooks Pro 
to track time" on page 190 
"Setting up and using the 
Timer" on page 192 
"Importing Timer informa- 
tion into QuickBooks Pro" on 
page 196 

"Installing the Timer" on 
page 202 



You (and others in your 
company) have access to 
QuickBooks and want to 
enter time data after the 
work is done. 



Enter time data directly into 
QuickBooks Pro, either on a 
weekly timesheet or as sepa- 
rate activities one at a time. 



"Setting up QuickBooks Pro 
to track time" on page 190 
"Entering time manually into 
QuickBooks" on page 197 



Your employees submit 
paper timesheets. 



One person can enter every- 
one's time data directly into 
QuickBooks Pro on a weekly 
timesheet for each person. 



"Setting up QuickBooks Pro 
to track time" on page 190 
"Entering time manually into 
QuickBooks" on page 197 



Setting up QuickBooks Pro to track time 

Note: You must do this preparation before other users can install and use the Timer. 



What to set up 


Comments 


Search the Help 
index for... 


/ 


Turn on time tracking. 


The timesheet starts with the 
day you choose as the first day 
of your work week. 


■ preferences, time 


□ 


On the CustomenJob list, set 
up the customers and jobs 
you want to track time for. 


If you don't plan to track time 
for a customer or job, you 
don't need that name on the 
Customer:Job list now. 


■ customers, adding 
new 

■ jobs, adding new 


□ 


On the Item list, set up 
service items for the work 
to be tracked. 


Service items are required only 
if you make the time billable to 
a customer or job. 
Be sure to create separate ser- 
vice items for subcontracted 
services. 


■ service items, 
setting up 

■ subcontractors, 
service items for 


□ 
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What to set up 

Set up the people whose 
time will be tracked. 
Each name must be on one 
of the following lists: 

■ Employee 

■ Other Name (for owners 
and partners) 

■ Supplier (for subcontrac- 
tors) 

On the Payroll Item list, set Required only if you will track ■ hourly wages Q 

up salary or hourly wage time for employees. ■ salaries 

payroll items to use when 

paying employees for time 

tracked. 

On the Class list, set up Class tracking is completely ■ classes, adding □ 

classes for the work to be optional. 

tracked. 



_ ^ Search the Help , 

Comments , ✓ 

index for... 

If you plan to pay employees ■ employees, adding □ 
based on tracked time, you a ot h er names, list of 
must also set up their payroll „ supp | ierS( adding 
information. See: 

■ "Setting up to track time 
while using payroll" on next 
page 

■ "Setting up employees" on 
page 163 



W Use time data to create payment 



Setting up to track time while using payroll 

When you set up your employees, be sure to 
tick Use time data to create payment on his 

or her Payroll Info tab. 

Payroll payments will then automatically have the employee's time data 
(including job, class, and type of work) for the period covered by the payment. 

Exporting lists from QuickBooks Pro for the 
Timer 

The first step in getting the Timer ready to use is to prepare a file with the 
information the Timer needs to work with your company file. You need this file 
because the Timer must describe activities using the exact same names that are on 
your lists in QuickBooks. 

To create the file, from the File menu, select Timer, then Export Lists for Timer. 

Now follow the instructions on your screen. Save this file to a floppy disk so you 
can give it to your employees or subcontractors. 



To learn about. 



Search the Help index for. 



Preparing a file from QuickBooks Timer, exporting lists to 
lists, for use by the Timer 
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Setting up and using the Timer 



How the Timer works with QuickBooks Pro 

The QuickBooks Pro Timer is designed to track and record time data which you 
can then import into your company file. Use the Timer when you want to gather 
time data from people who don't have access to QuickBooks but do have access to 
a computer. 

Note: If you simply want to time an activity in QuickBooks — not gather time data from 

others— use the Stopwatch instead. See "Using the Stopwatch to time an activity" on 
page 197. 

You are allowed to make copies of the Timer programme to give to other people 
whose work you want to track in QuickBooks Pro. When you do, photocopy the 
two-page Quick Reference Sheet on page 202 for them as well. 

Note: If you distributed earlier versions of the Timer, you should replace those copies with the 
Timer that comes with QuickBooks 2002 Pro. 



This flowchart shows the relationship between QuickBooks Pro and the Timer. 




The two programmes share information this way: 

■ QuickBooks Pro exports lists, such as the Customenjob list. 

■ The Timer imports those lists. 

■ The Timer records data about time activities for the jobs, then exports it. 

■ QuickBooks Pro imports the time data. 
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Setting up the Timer 



Before you can set up the Timer, you must first install it (see "Installing the Timer" 
on page 202). Then use the following checklist to set it up. (The checklist shows 
whether the QuickBooks user or the Timer user has to do the task, in case they are 
not the same person.) 



Task 


Which user 
and which 
Help index? 


Search the Help 
index for... 


/ 


Export QuickBooks lists 

dllU yivc Lilt; lllc IKJ Ulc 

Timer user. 


QuickBooks 


Timer, exporting lists to 


□ 


Prepare Timer install 
disks (if the Timer user 
can't use the Quick- 
Books CD-ROM). 


QuickBooks 


Timer, creating disks 
for 


□ 


Install the Timer on the 
user's computer. 


Timer 


See "Installing the 
Timer" on page 202. 


□ 


Create a Timer data file. 


Timer 


data files, creating 


□ 


Import QuickBooks lists 
into a Timer data file. 


Timer 


lists, importing 


□ 


Choose your name 
from the Timer's list of 
users. 


Timer 


default user 


□ 



Using the Timer 

Recording activities in the Timer 

You can use the Timer either to time an activity while you are doing it, or to record 
the time after you have finished. 



You can run 
the Timer in a 
largerwindow 
that shows 
detail or in a 
very small one 
(far right). 











JxJ 


File Time View Help 










New Activity... 


Edit Activity | 


)2:1£ 




I 


Current Activity: 










| Melton. JohnnyDental office 


Repairs 




-Timing- | 


TE 



Click this button to switch 
between minimal and full size. 
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The first time you time an activity, you have to set it up in the Timer. 



Date |1 2/1 0/2001 Your Name |Tracyl_. Duff 
Customer: Job |Besharah: Kitchen remodel 



Service Item | Labour: Brick 
c| ass | Residential 

Notes: 



~3 



"3] & Bi||ab|e 

Duration 

|00:00 




Help 



Once you have set up an activity, you can choose it from the drop-down list as a 
template for the new day's work (instead of setting it up again every day). You can 
also add a note while timing an activity or after completing it. 



To learn about... 

Timing an activity while you are 
doing it 

Recording an activity after doing it 
Recording notes about an activity 



Search the Timer Help (not 
the QuickBooks Help) for... 

■ activities, setting up for timing 

■ activities, timing 

activities, entering time for manually 
activities, adding notes to 



Viewing and editing recorded activities 

You can view a list of the activities you've recorded in the Timer. However, you 
cannot print this list (or anything else) in the Timer. After you export time data to 
QuickBooks, the QuickBooks user can print the list of activities. 



To learn about... 

Viewing a list of all recorded activ- 
ities within a specified date range 

Changing information about a 
recorded activity 

Deleting a recorded activity 



Search the Timer Help (not 
the QuickBooks Help) for... 

activities, viewing data about 



activities, editing data about 



activities, deleting the record of 
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Viewing and changing customer information 



When you import information from QuickBooks, you import customer contact 
information as well as customer names. 

If a customer is imported from QuickBooks, or if you already exported Timer data 
for the customer, you cannot change the information about him or her. Instead, 
the QuickBooks user must change the information and give you an updated file. 

You can add a new customer to use when recording an activity. However, you 
cannot add a job for a new or existing customer. The Help topic suggests what to 
do instead. 



To learn about... 

Viewing contact information 
about a customer 



Search the Timer Help (not 
the QuickBooks Help) for... 

customers, contact information for 



Adding, editing, or deleting a cus- 
tomer 



customers, adding 
customers, editing 
customers, deleting 



Managing Timer data files 

From time to time, you will need to update the lists in your Timer data to make 
them match those in the QuickBooks company file. The QuickBooks user must 
prepare the updated list and make it available for importing into the Timer. 

If you track time for more than one QuickBooks company, you must have separate 
Timer data files. 

To back up a Timer file, from the Timer's File menu, select Backup. To use the 
backed up file again, from the Timer's File menu, select Restore. Also, you can 
reduce the file size of a Timer data file by selecting Condense from the Timer's File 
menu. 



To learn about... 

Updating the Timer's lists of cus- 
tomers, jobs, service items, and 
classes to match changes in the 
QuickBooks file 

Backing up your Timer data onto 
a 3.5-inch disk or your hard disk 

Restoring a backup of Timer data 
so you can use or view it 



Search the Timer Help (not 
the QuickBooks Help) for... 

lists, updating 

data files, backing up 

data files, restoring from a backup 
disk 
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To learn about... 

Reducing the size of your Timer 
file 

Switching to the Timer data file 
for a different QuickBooks com- 
pany 



Search the Timer Help (not 
the QuickBooks Help) for... 

data files, condensing to save disk 
space 

data files, opening 



Exporting Timer information to QuickBooks 



When you are finished recording time, you need to export your recorded activities 
to an IIF file that QuickBooks can import. 



To learn about. 



Exporting activities to an IIF file 
that QuickBooks can read 



Search the Timer Help (not 
the QuickBooks Help) for... 

activities, exporting to QuickBooks 



Importing Timer information into QuickBooks 
Pro 

After the Timer user exports his or her time data into an IIF file, you can import it 
into your QuickBooks company file. In addition to activities, QuickBooks imports 
any items on lists (that is, names, service items, classes) that are not currently on 
the corresponding QuickBooks lists. 



After importing information from the Timer, check the Timer Import 
Detail report to ensure that the correct payroll items are assigned to 
each activity. 

The Timer Import Detail report is only available from the Import Summary 
window. 



Time reports in QuickBooks show all timed activities, including those imported 
from the Timer. To create a report similar to the Timer Import Detail report, you 
can customise a Time by Job Detail report to add columns for payroll item and 
import date. 



To learn about... 

Importing a Timer IIF file into the 
QuickBooks company file 



Search the QuickBooks 
Help index for... 

Timer, importing timed activities 
from 
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To learn about... 

Viewing a report of the imported 
Timer activities or the imported 
items on lists 

Editing an imported activity in 
QuickBooks 



Search the QuickBooks 
Help index for... 

Timer, reports about imported 
activities 

time, entries 



Viewing a report on activities time, reports about 

exported to or recorded in Quick- 
Books 



Using the Stopwatch to time an activity 

Use the Stopwatch on the Time/Enter Single Activity window in QuickBooks Pro 
when you want to time an activity — simply start the Stopwatch, work, and stop it 
when you've completed the work. 

■ From the Employees menu, select Time Tracking, then Time/Enter Single 
Activity. 



Name 

Custornerijob 
Service Item 
Duration 



1 21/02/2001 jl] 

| ■: ■■: ? . I Ir" :■ I _* | F I 

|Warkentin:Horne Care J^] 
|Labaijr:Care j£j 



^ | 0:00 

Stait | | | 



Not Billed 

W Billable 



*J Save & Hew | Cleat | 



Once recorded, the time 
shows up in both this window 
and in the Weekly Timesheet 
window. 



Use the Duration section either 
to time an activity or to enter a 
time for the activity. 



Entering time manually into QuickBooks 

If you want to enter time data a week at a time and you generally don't enter a lot 
of detailed notes about your activities, use the Weekly Timesheet window to enter 
time data manually. 
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Weekly Timesheet 



3 Previous Cj>Me::<l ^ Print, 



=.-. Activity 



Name | Tracey Stewart 

Pay Period 6 Dec to 12 Dec, 2002 



73 



Timesheet 











M 


Tu 


W 


Til 


F 


Sa 


Su 






Costomerrjob 


Service tem 


Payroll tern 


Notes 


B 


7 


0 


0 


10 


11 


12 


Tolal 


a 




Harris, Piolr 


Framing 


Hourly Pay 






0:00 


0:00 


0:00 


0:00 






20:00 


a 




Natielo. Erne: 


Framing 


Hourly Pay 














0:00 




8:00 




_ 


Prelell Real E 


Framing 


Hourly Pay 












2:00 


8:00 




10: 0Q 












0:00 


6:30 


0:00 


0:00 


0 OC 


10:00 


0:00 


44:00 





Set Date... 


Copy Last Sheet 


Save & Close Save & New 


Revert j 





On the weekly 
timesheet, the far-right 
column hassymbolsthat 
indicate whether the 
time is billable, not 
billable, or already 
billed. 



If you tend to enter a lot of detailed notes about your activities or prefer to enter 
time data as you complete each activity, use the Time/Enter Single Activity 
window. 



Time/Enter Single Activity 



"1 Previous ""^Next 



^Spelling I I Timesheet: 



Date 
Name 



Tracey Stewart 



Customer: Job Harris, Piotr 



Service Item Framing 
Duration 



0 


6:00 










Start | 


Stop | Pau 


„| 



Not Billed 

W Billable 



Payroll Item Hourly Pay 



Save & Close Save & New 



When you fill in and record a Time/Enter Single Activity window, you can later 
view the information on a weekly timesheet. 

Conversely, when you fill in and save a weekly timesheet, you can view 
Time/Enter Single Activity windows that each show the work on one job on one 
day. The two are simply different views of the same data, similar to views of 
individual cheques versus your cheque register. 



9 ) To learn about. 



Search the Help index for. 



Blank timesheets timesheets, blank 
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To learn about... 

Filling out a weekly timesheet 

Entering details for a single 
activity 

Using the Stopwatch to time an 
activity 



Search the Help index for... 

timesheets 

single activity entries 

Stopwatch 



Paying for time worked 



QuickBooks does not track whether you have paid workers for time 
or not, only whether you have passed time costs on to your 
customers. 

If you pay a worker (employee, owner, or subcontractor) for time and then edit 
the time data or import new data from the Timer, QuickBooks does not track 
which time has been paid for and which has not. All it tracks is the end date of 
your last payment for time to the worker. 

To avoid paying for the same time twice, make sure your worker has submit- 
ted all their time data for a period before you create a payroll payment cover- 
ing that period— that is, pay a worker only for work that takes place after the 
end date of your last time payment to him or her. If you accept late time data, 
print a Time by Job Detail report and mark the activities you are paying for. 



QuickBooks automatically transfers time data when you create payroll payments 
for employees who are set up for time tracking. It fills in the hours for each "salary" 
or "hourly wage" payroll item included in the time data for the payroll period. 

If customers or jobs, service items, or classes are assigned to an employee's time 
activities, this detail is also included. For example, out of 40 hours altogether, 19 
may be assigned to Job A, 11 to Job B, and the remaining 10 hours to Job C. 
QuickBooks then splits the payroll expenses for the employee according to how 
you assigned the time. 




Paying non-employees for time worked 

Some businesses need to pay people who are not employees (such as owners, 
partners, or subcontractors) based on time worked. QuickBooks can transfer time 
data for a specified date range to a payment to a nonemployee. That is, it can fill 
in the number of hours worked and the rate for that type of work. 

To pay a subcontractor or other supplier, you can either write a cheque (if you 
want to pay immediately) or enter a bill (to be paid at a later time). To pay an 
owner or partner (someone on your Other Names list), you can write a cheque. 
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Tip: To show payments for time worked on reports, set up subcontractors as suppliers. 

Always use the subcontractor's supplier name when you track time and pay him or her. 
Then QuickBooks will report the amount paid correctly. 



To learn about... 

Setting up an owner or partner 



Search the Help index for. 

owners 

partners, setting up 



Adding a name to the Supplier list suppliers, adding 
Editing an employee name employees, editing 



Service items for non-employee time data 

If you plan to transfer time data for non-employees to a payment, it should have 
a service item assigned to it. QuickBooks uses the rate for "purchases" of the service 
item when calculating how much to pay a non-employee for the hours worked. 

■ Service items for subcontractors (suppliers) 

When you pay a subcontractor set up as a supplier, the payment is an expense 
to the business. You should assign the time to a service item set up to track 
costs in an expense account. (This service item should not be used for owners 
or partners.) 

■ Service items for owners or partners 

When you pay an owner or partner, the payment is a drawing against equity 
rather than being an expense to the business. You should assign the time to a 
service item set up specifically to track costs in that person's equity account. 
The service item should not be used for any other purpose. 



To learn about... 

Setting up a service item for 
services with both costs and 
income 



Search the Help index for. 

service items, billing work by 
subcontractors or owners 



Transferring nonemployee time to a payment or bill 

When you pay a nonemployee for time worked, use the Write Cheques window. 
(To pay employees, always use the payroll system!) 

When you write the cheque or enter the bill, QuickBooks alerts you if there is 
current time data for the payee. If you want to pay for the time now, you can 
specify the date range the payment should cover. Then QuickBooks pre-fills the 
Items tab of the payment with the service item, customer and job (if any), rate, 
number of hours, and amount. 
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To learn about... 

Writing a cheque to pay a 
non-employee for time worked 



Search the Help index for. 

time, paying non-employees for 



Charging customers for time worked 




You can transfer time data to an invoice for a customer as long as the time data 
includes the Customer:Job name, is recorded for a service item, and is marked as 
billable. 

As you create an invoice, you can display the unbilled time for the job and select 
what to include. When you record the invoice, QuickBooks Pro marks the time 
you've selected as billed, so you won't bill for it again by mistake. 



To learn about. 



Transferring time to invoices 

Making time billable again if you 
billed for it mistakenly 



Search the QuickBooks 
Help index for... 

invoices, time and cost 

time, making billed time billable 
again 



Recording the cost of the work vs. invoicing for it 




Don't make both a worker's time and your payment to that worker 
for the time billable. 



■ If you make an invoice from a subcontractor billable, you can invoice your 
client in turn for the subcontractor's charges. When invoicing your client, 
open the Choose Billable Time and Costs window, then select the subcon- 
tractor's bill from the Expenses or Items tab (whichever you used on the 
subcontractor's bill). 

■ If you pay a subcontractor, owner, or partner for time worked with the 
Write Cheques window, you can make the service items on the cheque 
billable. Then, when invoicing your client, open the Choose Billable Time 
and Costs window, then select the time from the Items tab. 

■ If you make the time itself billable, you can invoice for the time from the 
Time tab of the Choose Billable Time and Costs window. 

■ If you make both the time and the bill or payment billable, you are in 
danger of invoicing the customer twice for the same work! 



When you record time or bill your customer for it, you are not recording its cost 
to you. To record the cost, you have to take a second step. The following table 
shows how you record costs for time worked and what you have to do to invoice 
customers for work. 
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The work is 


Ynu rprnrrl thp 

cost of the work 
when you ... 


To invoice other 


uuiic u y ■■■ 


npnnlp for +hf» uwnrk 

pCUpiC 1 Ul LI IC WKJI IX... 


Employees 


Pay the employees. 


Make the time billable. 


Subcontractors 


Enter bills from the 


On the bills, cheques, or credit 


(suppliers) 


subcontractors (or 


card charges, make the items 




write cheques or enter 


or expenses billable 




credit card charges for 


OR 
Un 




the work). 


track the time and make the 

timp h i 1 1 a h 1 o 
nine u 1 1 1 a u i c 


Owners or 


Payments to owners or 


Make the time billable 


partners 


partners for time 


OR 




worked are a draw 
against equity, not an 
expense, and therefore 
do not affect the net 


WilLc d l/llcL|Uc IU pay IUi ulu 
timp wnrlfpH and makp thp 

L 1 1 1 1 C VvUI l\CU, GNU Mid IVCJ LI 1 \j 

items on the cheque billable. 




profit. 





Installing the Timer 



You can make copies of the Timer programme and its Quick 
Reference Sheet to give to people whose time you want to track in 
QuickBooks Pro. 

Be sure you have completed "Setting up QuickBooks Pro to track time" on 
page 190 and "Setting up the Timer" on page 193 before you do. 



The QuickBooks Pro CD-ROM allows you to create a set of 3.5-inch install disks to 
give to a person who needs the Timer. 

Once you have created the disks, see the Quick Reference Sheet for installation 
instructions. 



To learn about. 



Using the CD-ROM to create a set 
of install disks for the Timer 



Search the QuickBooks 
Help for... 

Timer, creating disks for 
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QuickBooks Pro Timer Reference Sheet 



The Timer and QuickBooks Pro 




QuickBooks Pro Timer 



■ In Windows 95 or later, select Run from 
the Start menu. 

■ In Windows 3.1, from the File menu in 
Program Manager, select Run. 

3 Type the letter of your floppy drive, then 
\:install (or setup); for example, a:\install. 
Then, click OK. 

4 Follow the instructions on your screen. 

Starting the Timer 

■ In Windows 95 or later, click Start, then 
Programs, then QuickBooks Pro, then 
QuickBooks Pro Timer. 

■ In the Windows 3.1 Program Manager, 
double-click the Timer icon in the Quick- 
Books Pro program group. 

Creating and setting up a Timer 
file 

1 On the Open Timer File window (displayed 
the first time you start the Timer), choose 
Create New Timer File, then click OK. 

2 Type a name for the Timer file and the 
location to save it, then click OK. 

3 From the File menu of the Timer, choose 
Import QuickBooks Lists. 

4 Select the name of the .IIF file to import from 
QuickBooks Pro. (You may have to navigate 
to a new drive or folder.) Click OK. 

The person who works with QuickBooks Pro 
must make this IIF file available to you. 

5 From the File menu of the Timer, choose 
Preferences, then Default Name. 

6 Choose your own name from the list. 

7 If your time is always billable to a customer 
or job, tick the check box. 

8 Click OK. 

9 Fill in the fields you need and click OK. 
For help with this window, click Help. 



■ Before you can use it, the Timer needs to 
import information from QuickBooks Pro. 

■ Then, use the Timer to time your activities. 

■ Finally, export a file of time data for Quick- 
Books Pro to import. 

Installing from the QuickBooks 
Pro CD-ROM 

Other users can only install the Timer from the 
QuickBooks CD-ROM, not QuickBooks too. 

1 Insert the CD-ROM in your CD-ROM drive. 

2 If the Installer starts automatically: Click 
Other Installation Options and choose 
Timer. 

If the Installer does not start automatically, 
display the Run window: 

■ In Windows 95 or later, select Run from 
the Start menu. 

■ In Windows 3.1, from the File menu in 
Program Manager, select Run. 

Type the letter of your CD-ROM drive, then 
:\ti mer\Setup.exe (or install.exe), and click 
OK. 

3 Follow the instructions on your screen. 

Installing from 3.5-inch disks 

1 Insert the first Timer install disk in your 
3.5-inch disk drive. 

2 Display the Run window: 
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Setting up an activity to time 

1 In the main Timer window, click New 
Activity. 

2 Fill in the fields you need and click OK. 

Timing an activity 

1 If the activity you want to time is not already 
in the Current Activity field, choose it from 
the drop-down list. 

■ If you choose from Today's Activities, the 
Timer will add time to the time already 
shown for today. 

■ If you choose from Activity Templates, 
the Timer will start with zero time. 

2 To start timing, click Start (or Resume). 

3 To stop timing, click Stop. 

Entering time manually 

1 Choose the activity from the Activity 
Templates section of the drop-down list in 
the Current Activity field. 

If the activity is not on the list, set it up first. 

2 When the activity is in the Current Activity 
field, click Edit. 

3 In the Edit Activity window, change the date 
if you did not perform the work today. 

4 In the Duration field, type the time. 

You may enter time in any of the following 
formats: 

■ Hours and minutes (for example, 01:30) 

■ Hours as decimals (for example, 1.5) 

■ Hours as fractions (for example, 1 1/2) 

■ Number of minutes (for example, 90) 
No matter which format you use, the Timer 
displays hours and minutes when you tab 
out of the field. 

5 Click OK to record the activity and its time. 



Shrinking the Timer 

■ Click the Resize button (to the right of the 
Start button). 

■ To make the timer full size again, click the 
Resize button on the shrunken Timer. 

Exporting Timer data for 
QuickBooks 

1 From the File menu of the Timer, choose 
Export Time Activities. 

2 In the Export Activities window, change the 
date through which to export all unexported 
activities if the date is not correct. 

3 Click Export. 

4 In the Create Export File window, specify a 
name, drive, and folder (or directory) for the 
IIF file you are creating. 

5 Click OK. 

Using the Timer's Help system 

For onscreen help while using the Timer, press 
F1 or choose Help for this Window from the 
Help menu. 

To find out how to use other Timer features 
(such as, entering notes or viewing your 
activity data), choose Help Contents from the 
Help menu. 

System requirements for the 
Timer 

The Timer requires the following hardware and 
software: 

■ 486 PC (or higher) with a minimum of 

8 MB (megabytes) of RAM (random access 
memory); 16 MB is recommended. 

■ Hard disk with at least 8 MB of free disk 
space (plus space for your data file) 

■ Windows 3.1 or later 

■ VGA monitor or better 
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orders 
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estimates per job 



What's new in 
this version of 
QuickBooks? 



QuickBooks keeps making it easier to manage 
your business. This chapter tells you about all the 
new features and improvements that have been 
added to this version of QuickBooks to help make 
it even easier to use. 
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What's new in QuickBooks 



The new features and improvements in QuickBooks 2002 and QuickBooks 2002 
Pro make managing your business even easier. 

Here's a summary of what's new and where to find more information. 



New feature 


Use it to... 


For more information... 


Create sales orders 
(Pro only) 


Track items or services that are 
on order for your customers. 


See "Tracking sales orders" on 
page 208 


Euro Convert wizard 
(Pro only) 


Convert EMU-participating 
national currencies to euro. 


See "Converting to euro" on 
page 33 


Print P45 forms 


Print P45 forms for leavers. 


See "Printing P45 forms" on 
page 175 


Multiple estimates per 
job (Pro only) 


Create and save multiple 
estimates per job without 
creating new jobs for each 
estimate. Use one, active esti- 
mate for invoicing & reporting. 


See "Multiple estimates per job" 
on page 215 


Lump-sum payments 


Receive lump-sum payments 
and apply them across several 
jobs or invoices. 


In the Help index, see receiving 
payments, on invoices, then 
choose Applying one payment 
to multiple jobs 


Customise sales forms 


Further customise sales forms 
by adding your customer's 
e-mail, phone number, fax 
number, and Web address to 
Sales Receipts, Estimates, 
Invoices, and Sales Orders. 


In the Help index, see company, 
changing information about 


Archive and condense 
your company file 


Make a full copy of your file 
and store it on your hard drive, 
where you can access it at any 
time, and reduce the size of 
your company file. 


In the Help index, see condens- 
ing data, steps for 


Find 


It is now easier and faster to 
find a specific transaction, 
such as a cheque or invoice. 


In the Help index, see finding 
transactions 


List data on reports 


Add information from lists, 
such as customer phone 
numbers and addresses, as 
columns on your reports. 


In the Help index, see report 
customisation, columns 
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New feature 



Use it to... 



For more information. 



Stamp your invoices as 
PAID 



Add a PAID stamp to invoices 
for which you have received 
customer payments. 



In the Find tab of the Help, see 
Marking an invoice as paid 



Sorting on summary 
reports 



Sort any summary report 
based on the data you want to 
see. 



In the Help index, see sorting, 
transactions in reports 



Reconcile enhancements 



Improvements to the reconcile 
feature make reconciling 
easier. Now you can see more 
transactions in the Reconcile 
window with a new layout. 



In the Help index, see reconcil- 
ing 



Auto-numbering for 
journal entries 



Automatically numbers your 
journal entries. You'll never 
forget which journal entry you 
were on. 



Launch product features 
from Help 



When you use QuickBooks 
help, you can often open the 
feature you're reading about 
right from the Help. 
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Tracking sales orders 



ypf^i Keeping track of what your customers want but you don't have in stock can be 
X^vv tricky. QuickBooks now helps you manage outstanding items or services for your 

customers — without affecting your account balances. It's done using a Sales 

Order. 

The sales order form behaves much like the other sales forms in QuickBooks, so 
you'll be able to create and work with them easily. You can generate an invoice 
based on a sales form, including either all the items on the sales order or only the 
ones you currently have in stock. 

Tip: You can also create a packing slip based on a sales order. For instructions, search the 
Help index for "sales order, packing slip". 

Sales order terms explained 

Sales orders track a lot of different information and use some technical terms to 
do so: 

■ Item: The items or services that appear on the sales order. 

■ Available: The number of items that you have in your physical inventory, 
minus the items or services that are on all other sales orders. This information 
appears on forms when the "Show quantity available instead of quantity on 
hand" option is selected. 

■ On Hand: The number of items that you have in your physical inventory, 
regardless of how many are included on other sales orders. This information 
appears on forms when the "Show quantity available instead of quantity on 
hand" option is cleared. 

■ Ordered: The number of items or services that appear on the sales order. 

■ Prev. Invoiced: The number of items or services that you previously invoiced 
for a customer or job. 

■ To Invoice: The number of items or services that you want to add to an 
invoice for a customer or job. 
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Turning on the Sales Order preference 



Before you can start creating sales orders, you need to turn on the Sales Order 
preference. 

To turn on the Sales Order preference: 

1 From the Edit menu, choose Preferences. 

2 From the scroll box on the left, select Sales & Customers. 

3 In the Company Preferences tab, select Enable Sales Orders. 

You can further choose the following preferences: 

■ Warn about duplicate Sales Order numbers: When selected, QuickBooks 
will warn you when you create a sales order that has the same number as 
a previously created sales order. 

■ Don't print items with zero amounts: When selected, QuickBooks won't 
include items with a zero amount when printing. 

Other sales-order-specific preferences 

You can further define how QuickBooks warns you when working with quantities 
that exceed the on hand and available levels. 

1 From the Edit menu, choose Preferences. 

2 From the scroll box on the left, select Purchases & Suppliers. 

3 In the Purchase Orders and Inventory box: 

■ Warn if quantity exceeds inventory on hand: When selected, QuickBooks 
warns you when you enter a quantity that exceeds your physical 
inventory. 

■ Warn if quantity exceeds inventory available: When selected, Quick- 
Books warns you when you enter a quantity that also exceeds the 
quantity available. 

Available quantity is the number of items or services that you have in 
your physical inventory, minus the items or services that are on all open 
sales orders. 



Tracking sales orders I 209 



Creating a Sales Order 



There are a couple of ways you can use sales orders: 

■ you can create a new sales order, then create an invoice based on the sales 
order, or 

■ you can create a sales order based on an invoice, when one or more of the 
items are not in stock. 



To creating a sales order: 

1 On the Customers menu, select Create Sales Orders. The Sales Order form 
appears. 

2 The majority of the Sales Order form layout is the same as the other sales 
forms in QuickBooks. Complete the customer or job related fields. 



If for some reason 
you need to close 
the sales order, 
you can do so by 
ticking this check 
box. 

You can clear it to 
open the sales 
order again. 



S Create Sales Order 



■^Previous t^Next i^Print 




Tour Design 


Tour planning and research 


Camping Package 




Sleeping Bags:C ... 


Coolman 4 Season Sleeping Sag 


Sleeping Bags:... 


Woodsman Expedition Thinsulale 




Bag 


Tenls:TenlCrafl 


Tenlcralt Dome Family Tenl 




12x10' 


Therm a I rest 


Thermal resl air maltresses 


Freeze Dry 


: reeze Dry Camp Food 


Customer I 




Message | 





These 
columns 
appear after 
you've 
saved the 
sales order. 



Get paid raster by accepting credit 



3 In the Items column, select the item(s) for this customer or job. 

4 In the Qty column, type the number of items. 

5 You can now, 

■ create an invoice based on the sales order (see the steps below), and 

■ save the sales order and later create an invoice based on the sales order 
(see page 212). 

Once you've saved the sales order, the Invoiced and Clsd ("Closed") columns 
appear. As items are invoiced, quantities are added to the Invoiced column and 
tick marks are added to the Clsd column. You can also close specific items by 
clicking in the Clsd column for that item. 

■ When all the items are closed, a "closed" stamp appears across the sales order 
for printing purposes. 

■ When all the items are invoiced, an "Invoiced in Full" stamp appears across 
the sales order. 
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Creating an invoice from the sales order 

To create an invoice based on items/services on a sales 
order: 

1 From the sales order, click Create Invoice. The Create Invoice Based on Sales 
Order dialogue box appears. 

Choose one of the options: 

■ Create invoice for the entire sales order: Select to create an invoice that 
includes all the items or services you have added to the sales order, even 
items that you don't have on hand or services that are unavailable. 

■ Create invoice for selected items: Select to create an invoice that 
includes specific items or services, even items that you don't have on 
hand or the services that are unavailable. 

2 Click OK. 

■ If you chose to create the invoice based on the entire sales order, the 
Invoice opens. 

■ If you chose to create the invoice based on specific items on the sales 
order, the Specify Invoice Quantities for Items on Sales Order dialogue 
box appears. 



Specify Invoice Quantities for Items on Sales Order 



If you enter an 
amount that exceeds 
the items on hand, a 
warning appears. 

If you entera quantity 
that exceeds the 
quantity entered on 
the sales order, a 
warning appears. 
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3 In the To Invoice column, type the amount for each item or service for which 
you want to invoice your customer, then click OK. 

The invoice is generated based on the sales order and the items or services you 
specified. The invoice is linked to the sales order. 



S Create Invoices 



^Previous E^Next ^Print - ^Email - ^Find 



Customer :Job Class 
.[Stewart Recreational Centr... | T our Pack... 

Invoice 



Stewart Recreational Centre 
Stewart 

45E1 2-95 Avenue 
Toronto. ON B2B 6R5 
Canada 



Camping Package 
Sleeping Bags C. 
Sleeping Bags:... 
TenlsTentCrafl 
Therrnaliesl 
Freeze Dry 



ir planning and research 

4 Season Sleeping Eag 
Woodsman Expedition Thinsulate t>ag 
Tentcratt Dome Family Tent 12k10' 
Thermal rest air mattresses 
Freeze Dry Camp Food 



Customer I Thank you lor your bus 
Message 



e sales by ac ceolmo e_drj :ards 




Balance 1.174.10 
Save t. Close | Save 1 New | Clear | 



The linked 
sales order 
number 
appears here. 



When a sales order is based on an invoice, it's linked to the invoice. This 
means when you invoice your customer for the items that they've ordered on 
a sales order, they are marked as closed on the sales order. And when you have 
invoiced for all the items on a sales order, the sales order is stamped by Quick- 
Books as "Invoiced in Full". 

Tip: You can create more than one invoice based on a single sales order. You may want to 
do this if your customer only wants to pay for the items that you currently have on hand. 
To create another invoice for a sales order, open the sales order and click Create 
Invoice. An invoice is created based on the open items on the sales order. 



Creating an invoice from an open sales order 

When creating an invoice for a customer with an open sales order(s), QuickBooks 
opens the Available Sales Orders window when you choose the customer or job 
name in the invoice. 



Available Sales Orders 



Customer: Job 



El 



Seka. a sales ord^r to invoice 



Dale 


Num 


Customer: Job 


Amount 




1 


i- i Fr jt n 1 1 r 1 1 


1.174.10 I 
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When an invoice is based on a sales order, it's linked to the sales order. This means 
when you invoice your customer for the items that they've ordered on a sales 
order, they are marked as closed on the sales order. And when you have invoiced 
for all the items on a sales order, the sales order is stamped by QuickBooks as 
"Invoiced in Full." 



Creating a sales order from an invoice 

When you create an invoice and choose an item where there isn't enough stock 
to fill the order, the following warning appears. 




The Quantity Available is based 
on the your stock on hand 
minus the quantity on all open 
sales orders. 



The above warning appears for each item that you choose that's out of stock. 

If you prefer to only be warned when you save your invoice, you can turn off the 
preference "Warn if quantity exceeds stock on hand" in Purchases & Suppliers 
company preference. The following warning then appears when you save an 
invoice. 



Insufficient Quantity to Complete Sale 




Select to show 
theOtherS.O.s 
(sales orders) 
and Available 
columns. 



Click No to save the invoice as it is or click Yes to open the Specify Quantity to 
Place on Sales Order dialogue box. This dialogue box allows you to add items to 
the sales order that you don't have in stock or services that are not available. 



▼ How Do I? 



Older Items lor: Stewart Recreational Centre S 

You don't have sulficient quantity on hand to sell one or more items you have selected on the invoice. 
For each item below, confirm the quantity you want to invoice and the quantity you want to place on 
the sales order. 

W Show columns with quantity on other sales orders [S.O.] and quantity available. 



s Order All ^ 



Other S.O. Available To Invoice To Sales Order 




, When clicked, this 
button changes to 
Sales Order 
Unavailable. 

If you enter an 
amount that exceeds 
the items on hand, a 
warning appears. 

If you enter a 
quantity that 
exceeds the q uantity 
entered on the sales 
order, a warning 
appears. 
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Below are descriptions of the columns that can appear. 

■ Item: The items or services that appear on the sales order. 

■ Ordered: The number of items or services that are on the invoice. 

■ On Hand: The items or services that you have in your physical inventory. 

■ Other S.O.: The number of items or services that are on all other open sales 
orders. 

■ Available: The number of items or services that you have in your physical 
inventory, minus the items or services that are on other open sales orders. 

■ To Invoice: The number of items or services that you want to add to the 
invoice. 

■ To Sales Order: The number of items or services that you want to add to the 
sales order. 

To specify the quantity to place on the sales order: 

1 In the To Invoice column, type the number of items that you want to add to 
the invoice. This could be an adjustment if you only want to invoice for the 
items that you have in your physical inventory. 

2 In the To Sales Order column, type the number of items that you want to add 
to the sales order. This could be the items that you don't have in stock, but 
want to keep track of on the sales order until you receive them. 

3 You can also click Sales Order All to add all items to the sales order that were 
on the invoice. This button then changes to Sales Order Unavailable. 

Or, click Sales Order Unavailable to add all the items that you don't have in 
stock to the sales order. This button then changes to Sales Order All. 

4 Click OK to create the sales order. 




To learn about... 



Search the Help index for... 



Generating reports about sales 
orders 



sales order, reports 



Customising sales orders 



sales order, customise 



Create multiple invoices for a 
single sales order 



sales order, multiple invoices for 



Create a packing slip based on a 
sales order 



sales order, packing slip 
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Multiple estimates per job 

fpj^k To help you make alternative proposals, QuickBooks Pro lets you create multiple 
estimates for each customer or each job. 

You can create each of these multiple estimates independently or you can create 
one estimate, duplicate that estimate, and modify it. You can also duplicate an 
estimate created for one customer and modify it for another customer. 

To create multiple estimates: 

1 Ensure the estimates feature is turned on. (On the Edit menu, select Prefer- 
ences, then choose Jobs & Estimates from the scroll box). 

2 From the Customers menu, choose Create Estimates. 

3 Type the name of the customer or job. 

4 Choose a template. 

5 Enter the line items. Each estimate will be marked Active. You can change the 
status later. 

6 When the customer accepts one or all of the estimates for a job, but you want 
to keep a record of the estimates, change the status of each job to Closed. 
Changing the status to Closed allows you to keep a record of the estimates, 
and allows you to condense data in the future. Only closed jobs can be 
condensed. 

If you create invoices from estimates, creating an invoice for one of multiple 
estimates for the same job requires you to choose one of the active estimates 
and then create the invoice directly from that estimate form. 




To learn about. 



Search the Help index for. 



Marking up the cost of items on estimates, markups on 
estimates (Pro only) 

Printing an estimate (Pro only) estimates, printing 

Sending estimates by e-mail e-mail to customers, sending 

Displaying a list of estimates (Pro estimates, list of 
only) 
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Word List 

accounts payable 

The record of outstanding bills a business must 
pay. Called A/P for short. 

accounts receivable 

The record of money owed to a business, that is, 
outstanding invoices or statement charges for 
which the business has not received payment. 
Accounts receivable is called A/R for short. (Even 
though the word accounts is plural, QuickBooks 
uses a single account on the chart of accounts to 
track all the money that different people owe 
you.) 

accrual basis 

A method of bookkeeping in which you regard 
income or expenses as occurring at the time you 
ship a product, render a service, or receive a 
purchase rather than at the time you pay or 
receive cash. With this method, the first time 
you enter the transaction into your records and 
the moment when you pay or receive cash may 
be two separate events. 

ageing 

The tracking of due dates and amounts of 
outstanding invoices (and of your unpaid bills). 
QuickBooks has preset accounts receivable and 
payable ageing reports. 

asset 

Assets include what you have and what people 
owe you. Examples include: 

■ cash on hand 

■ money in your current account 

■ money you are owed 

■ furniture 

■ vehicles 

total assets = total liabilities + equity 



audit trail 

A report of all changes to transactions, including 
who made the change, when it occurred, and 
what the change was. 

BACS 

Banker's Automated Clearing Service. In Quick- 
Books, a method of paying employees. Your 
bank automatically transfers the payment from 
your current account to that of the employee. 

balance sheet 

A report that summarises the financial position 
of a business. A balance sheet shows the value of 
your company's assets, liabilities, and equity as 
of a particular day. It is called a balance sheet 
because the value of the assets is always exactly 
equal to the combined value of the liabilities 
and equity. 

billable 

Time worked or purchases made for a particular 
customer or job, that you want to charge back to 
that customer or job in QuickBooks. 

After you put the time or purchase on a sales 
form, QuickBooks marks it non-billable, so you 
won't charge twice for the same thing. 

cash basis 

A method of bookkeeping in which you regard 
income or expenses as occurring at the time you 
actually receive a payment or pay a bill. 

chart of accounts 

A complete list of the accounts you set up for 
your business. You use accounts to track income 
from different sources, expenses for different 
causes, and your assets and liabilities. 

class 

A way to categorise parts of your business (other 
than a customer or job) for which you need to 
track both income and expenses. 
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Class 1A NIC 



EMU 



A charge to you, the employer, levied by Inland 
Revenue if you provide a company car to an 
employee which he or she also uses privately. 

contracted out employment 

If your company runs an occupational pension 
scheme which meets State Earnings-Related 
Pension Scheme (SERPS) criteria, you may be 
able to contract employees out of SERPS. 
Members of contracted-out schemes pay lower 
National Insurance contributions. The employer 
also pays a reduced-rate NI contribution. 

Cost of Goods Sold (COGS) 

The cost of goods and materials held in stock 
and then sold. 

credit memo 

A document notifying a customer that you have 
reduced his or her balance (for example, when 
something is returned). 

customer 

Any person, business, or group that buys or pays 
for the services or products that your business or 
organisation sells. 

director 

Section 735 of the 1985 Companies Act explains 
who qualifies as a director. Directors should 
have NI payments calculated on year-to-date 
gross earnings rather than on weekly or 
monthly earnings, as other employees do. 

e-day 

This is 1 January 2002 when euro bank notes 
and coins will go into circulation in the member 
states that are participating in the EMU. 

earnings basis 

The total amount of employee wages or earnings 
on which payroll withholding is calculated. 



Economic and Monetary Union: Formally 
adopted by the Treaty on European Union of 
1992, EMU designates the zone of countries 
within the EU which share the same monetary 
policy and currency (the euro). 

Emergency Tax Code 

If you do not know the correct tax code for an 
employee joining your company, use an ETC 
temporarily. 

equity 

The net worth of a company, equal to the total 
assets minus the total liabilities. All the equity 
belongs to the owners. 

equity = assets - liabilities 

euro bank notes and coins 

As of 1 January 2002, these will be legal tender 
in the 12 member states participating in the 
EMU. Euro will replace the national currencies 
of these countries. There will be seven bank 
notes in denominations of 5, 10, 20, 50, 100, 
200, and 500 euros, and eight coins in denomi- 
nations of 1 cent, 2 cents, 5 cents, 10 cents, 20 
cents, 50 cents, 1 euros and 2 euros. 

Free on Board (FOB) 

Terms between you and your customer setting 
transportation costs and the point at which the 
customer assumes ownership of the item. 

general journal 

The ledger which records all transactions for 
your company chronologically. In the general 
journal, each transaction shows an amount in 
the Debit column equal to the amount in the 
Credit column and the accounts between which 
the funds are being moved. 

gross 

An amount before adjustments are made to it, 
such as the amount of a payroll payment before 
NI and income tax are withheld. 
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item 

A product or service that you sell to customers or 
buy from suppliers. Some special types of 
"items" also allow you to perform calculations 
or enter payments or charges on sales forms. 
Once items are set up on your Item list, they 
appear automatically in drop-down menus on 
sales forms. 

job 

A project done for a particular customer, 
journal 

A chronological record of all transactions for 
one account. The easiest way to access the 
journal for an account is to use its register. 

lower earnings limit (LEL) 

Employee earnings below the LEL are not 
subject to National Insurance withholding. 

liability 

Any money your company owes to other 
people. Examples include: 

■ unpaid bills 

■ loans or credit card accounts 

■ money you collect on behalf of the 
government, such as VAT 

limited company 

A business organisation that is owned by its 
stockholders. 

multicurrency 

A feature that, when turned on, gives you the 
ability to deal in foreign currencies. 

multi-user mode 

More than one person can access your company 
file at the same time. 

National currencies 

These ceased to exist in the 12 participating 
countries that are adopting the euro on 1 
January 2002. 



National Insurance contributions (Nl, NIC) 

A contribution, used to provide social security 
benefits, made by employers and all employees 
whose earning exceed the lower earnings limit. 

net 

An amount after adjustments are made to it, 
such as the amount of a payroll payment after 
NI and income tax are withheld. 

partnership 

An unincorporated company owned by two or 
more persons. 

postdate 

To give a transaction a date in the future, which 
is when it will affect your accounts. 

profit and loss statement 

This report shows how your cash position 
changed over a period of time. It shows your 
income, expenses, and net profit or loss. 

progress invoice 

One of a series of invoices all based on the same 
estimate for the same job. Use progress invoices 
when you want to invoice for a job in phases — 
that is, by milestone or by percentage complete. 

QuickBooks keeps track of the amount you have 
invoiced and the amount not yet invoiced. 

QuickReport 

A report that shows transactions you are likely 
to want to see for the thing you have selected. 
The particular report depends not only on what 
you select but also where you select it. 

reconcile an account 

To confirm that the transactions you have 
recorded in QuickBooks for an account agree 
with the statement you receive from the bank 
for that same account. 
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register 



stock 



A chronological list of transactions for an 
account. Other accounting systems refer to 
these lists as journals. 

reimbursed expenses 

Expenses you have incurred on behalf of a 
customer, and for which you have requested 
reimbursement. 

retained earnings 

Profits from an earlier time period that have not 
been distributed to the owners, tracked in an 
equity account. At the beginning of a new 
financial year, QuickBooks automatically 
transfers net income into your Retained 
Earnings account. 

Scottish Variable Rate 

An increase or decrease in the basic rate of 
income tax of up to 3% in 0.5% increments, 
determined by the Scottish Parliament. Payroll 
tax codes for Scottish employees are prefixed 
with an "S". 

Single currency 

The euro is the single currency of the Member 
States participating in the euro zone. A sin 

single-user mode 

Only one person can access your company file at 
any time. 

sole proprietorship 

An unincorporated company owned by one 
person. 

start date 

The date on which QuickBooks will have 
complete information about your company 
finances. The start date can be in the past if you 
enter historical records; it can be the current 
date; or it can be some day in the future if you 
prefer to enter information gradually. 



Items you sell, resell, or hold to resell. The most 
common kinds of stock are merchandise or 
stock in trade; raw materials; work in process; 
finished products; and supplies that physically 
become a part of the item intended for sale. 

terms 

The conditions for payment stated on an 
invoice. The terms specify the number of days 
until the due date. 

transaction 

Any event that affects your company finances. 
Examples include invoices written, bills paid, 
deposits made, and loans received. 

trial balance 

In traditional accounting, a document that adds 
up all the debits and credits so that mistakes can 
be traced if debits don't equal credits. Because 
QuickBooks always adds correctly, you do not 
need to do a trial balance. Nevertheless, Quick- 
Books provides a trial balance report if you want 
to see your data in this format. 
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Symbols 

.qbw and other such files, 5 

: (colon) between customer and job, 73 



A 

accountant's review feature, 30-32 

accounting 
accrual, 52 
annual, 121 
cash basis, 52 
quarterly, 120 

accounting period 
choosing, 120 

accounting scheme, changing, 130 

accounting software 

transferring data to and from QuickBooks, 28 

accounts 

affecting during payroll setup, 169 
chart of, 60 
converting to euro, 34 
creating, 80 
editing, 78 
foreign, 136 
numbering, 78 
opening balance for, 80 
payroll, 156 

Quicken, equivalent of, 24 

accounts (types) 

accounts payable, 47 
accounts receivable, 47 
asset, 47 

balance sheet, 46 
bank, 47 
credit card, 47 



equity, 48 

fixed asset, 47 

liability, 47 

long term liability, 47 

non-posting, 46 

other asset, 47 

other current asset, 47 

other current liability, 47 

accounts (working with) 

automatically-created accounts, 46 

accounts payable, 64 
account for, 47 
converting from Quicken, 22 
foreign, 136 

historical transactions, 78 

accounts receivable 
account for, 47 

after converting from Quicken, 21 
foreign, 136 

historical transactions, 78 

accrual basis 

adjustment during setup, 81 
defined, 52 

accrual time 

employees, setting up for, 165 
entering, 165 

year-to-date, entering, 168 

accrual vs. cash 
choosing, 120, 130 

activities 

editing or viewing Timer data about, 194 
exporting from the Timer, 196 
recording in the Timer, 193 
recording time manually in QuickBooks Pro, 
197 

single, recording, 199 

timing with the Stopwatch, 197 
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Additional Voluntary Contribution, payroll 
items for, 161 

additions 

employee template, adding to, 164 
payroll item for, 161 

adjusting 

income and expense accounts, 82 
liabilities for payroll items, 182 

adjusting VAT 

control account, 126 
to remove rounding, 128 

administrator, 111 

alignment 

adjusting for printing, 116 

amortisation of loans, only in Quicken, 27 

annual accounting, 121 

assets 

accounts for, 47 
balance sheet, viewing on, 50 
current, accounts for, 47 
defined, 50 

audit trail, 113-114 

autoload printer feature, aligning forms with, 
117 

Automatic Update 
turning off, 87 

AVC (Additional Voluntary Contribution), 
payroll items for, 161 

B 

backing up data, 102 

balance sheet accounts 
types of, 47 

balance sheet, described, 50 

bank accounts 

converting to euro, 34 
description, 47 

benefits for employees, payroll item for, 161 

billable status 

deciding whether to make time billable, 189 
making billed time billable again, 201 
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bills 

paying foreign suppliers, 148 
unpaid, 64 

blank timesheets, 198 

bookkeeping methods 
accrual basis, 52 
cash basis, 52 

bookkeeping software, transferring data to and 
from QuickBooks, 28 

books, closing, 113 

business segments, tracking, 45 



C 

cash basis bookkeeping, 52 

cash vs. accrual 
choosing, 52, 120 

cash-based going to accrual, 130 

categories in Quicken, equivalent of, 24 

CD 

update QuickBooks, 88 

CD-ROM 

installing QuickBooks from, 3 
installing Timer from, 203 

changing 

how dates display, 89 
Internet connections, 85 
to euro, 34 

changing accounting scheme, 130 

chart of accounts 
adding accounts, 78 
automatically-created accounts, 46 
creating, 60 
described, 46 
setting up, 60 

checklist for setting up payroll, 154-156 

cheques 

alignment adjustments for, 116 
ordering from Intuit, 241 
payroll 

printing, 180 

reviewing and correcting, 178 
writing, 178 
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choosing an accounting period, 120 

Class 1A NIC 
paying, 184 

classes 

adding, 45 

employees, grouping by, 166 
payroll expenses, tracking by, 158 
turning on preference for, 45 
uses for, in QuickBooks, 45 

closing books or period, 113, 132 

codes for VAT, creating, 122 

Collection of Student Loans, 165 

colon (:) between customer and job, 73 

columns, changing for reports, 99 

combining names after converting from 
Quicken, 20 

commission 

employees on, 166 
payroll item for, 161 
quantity for, 177 

company 

backing up, 102 
converting to euro, 34 
creating new, 59 
data file, described, 44 
described, 44 
files created for, 5 
passwords, 111 
restoring data, 103 
sample, 97 

selecting a tax form for, 59 
setting up, 57 
setup, preparing for, 56 
start date, 66 

turning on VAT tracking, 59 
company file, searching for lost, 6 
compensation 



payroll items for, 161 

condensing data, 104 

when using Payroll Service, 104 

connecting 

QuickBooks to the Internet, 83 

connection 

changing for the Internet, 85 

construction industry, tracking standard 
categories, 45 

consulting 

see professional advisors 

contacting Intuit, 240-242 

continuous-feed printers, P14/60 forms and, 
188 

converting to euro, 33-42 
converting, Quicken data, 16-20 
creating 

invoice from open sales order, 211 

sales order, 210 

sales order from invoice, 213 

standing orders, 121 

VAT codes, 122 

VAT reports, 128 

credit cards 
accounts, 47 

current accounts, historical transactions and, 79 

current assets, accounts for, 47 

custom fields 

filtering reports for, 101 
for employees, 165 

customers 

converting to euro, 34 
foreign, 145 

payroll expenses, tracking by, 157 
customising reports, 99 
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D 

data 

audit trail of, 113-114 
backing up, 102 
condensing, 104 
converting to euro, 34 
exporting, 27 

exporting from the Timer, 196 
importing from other software, 27 
refreshing, 110 
restoring, 103 

transferring to and from QuickBooks, 28 
dates 

changing how they display, 89 
report ranges, 101 
start date, 53 

deductions, payroll 

employee template, adding to, 164 
employees, individual, setting up for, 166 
payroll item for, 161 

default VAT codes, setting up, 123 

defaults 

accounts created, 46 

defaults, employee, for payroll, 164 

deferment arrangement 
for VAT, 125 

departments, tracking, 45 

descriptions of file types, 5 

Director's NI, check box for, 166 

disable, Automatic Update, 87 

Disabled Persons Tax Credit 
payroll item, 160, 165 

disk space required, 2 

disks 

saving disk space, 104 

dot-matrix printers, P14/60 forms and, 188 

DPTC, payroll item, 160, 165 

duplicate names, after converting from 
Quicken, 20 



E 

earnings bases 

employee year-to-date setup, viewing, 170 

EasyStep Interview, 57 
chart of accounts in, 60 
income tax form and, 60 
payroll and, 76 

EC member states, VAT for, 123 

EC sales list, 129 

e-day, see euro 

Emergency Tax Code, 165 

employee defaults, 164 

employees 
adding, 175 
benefits for, 161 
categorising, 166 
commissions, 166 
custom fields, 165 
defaults, 164 

editing information about, 174 
hiring, 175 

P45 forms (joiners), 166 
paying, 176, 178 
payroll information 

changing, 174 

setting up, 163-164 

year-to-date summaries, 168 
preferences for, 153 
rises, 174 
setting up, 165 

sharing QuickBooks on a network, 111 
terminating, 175 
tracking time for, 189 

employer contributions 

employee template, adding to, 164 
employees, individual, setting up for, 166 
payroll item for, 161 

EMU, converting to euro, 34 

envelopes, ordering from Intuit, 241 

equity 

accounts, 48 

balance sheet, viewing on, 50 

redistributing during setup, 82 

retained earnings from, 82 

transferring from Opening Bal Equity, 21, 82 
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ES, VAT codes, 123 

estimates 
finding, 215 
list of, 215 
markup on, 215 
multiple per job, 215 
printing, 215 

EU member states, VAT for, 123 

euro 

an overview, 34 
audit trail, 42 
converting to, 33-42 
fixed conversion rates, 36 
participating member states, 36 
post-conversion tasks, 41 
pre-conversion tasks, 36 
running the wizard, 37 
what gets converted, 35 

exchange rates, 134 
see also multicurrency 
updating, 141 

exempt input tax, record, 127 

exemption adjustment for VAT, partial, 127 

expense accounts 

opening balances, 82 
uncategorised, 81 

expenses, payroll, 157 

exporting 
data, 27, 29 

lists for use in Timer, 191 

Timer data for use by QuickBooks Pro, 196 

vs. other methods of transferring data, 28 

EZ, VAT codes, 123 



F 

Fl key for help, 96 



fields 

custom for employees, 165 
filtering reports with, 101 

file types described, 5 

files 

backing up, 102 
condensing, 104 
restoring, 103 

filing payroll tax forms, 181 
P32, 184 

filtering reports, 101 

firing an employee, 175 
printing P45s, 175 

fiscal year, 103 

adjusting for mid-year QuickBooks start date, 
82 

flowcharts, 93 

fonts, changing on reports, 99 

foreign currency, see multicurrency 

foreign sales 

converting foreign customers to QuickBooks 

2002 Pro, 10 
see multicurrency 

forms 

described, 94 
invoices, types of, 62 
printing, alignment, 116 

fuel scale charges 
paying VAT for, 125 



G 

GAYE (Give as You Earn), payroll items for, 161 
Give as You Earn, payroll items for, 161 
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H 

hardware requirements 
for QuickBooks, 2 
for Timer, 204 

help 

how-do-I menus, 96 
index, 96 
onscreen, 96 

QuickBooks professional advisors, 44 

hiding 

items in lists, 94 

historical transactions, 78 
entering for payroll, 79 
locking after remitting VAT, 132 

HM Customs & Excise 

receiving VAT refund, 131 
remitting VAT, 131 

holiday time 

accrual period and hours, entering on 

employee defaults, 164 
employees, setting up for, 165 
entering, 165 
payroll item, 160 
year-to-date, entering, 168 

hours worked 

entering on payroll payments, 177 
recording manually in QuickBooks Pro, 197 
recording with the Stopwatch, 197 
recording with the Timer, 193 

how-do-I menus, 96 



I 

Icon bar, 93 

IIF file format, 27 

importing 

QuickBooks Pro lists into Timer, 193 

income accounts 

opening balances, 82 
uncategorised, 81 

income statement, described, 51 

income tax 



form, 55 

payroll items for, 160 

selecting a form in the EasyStep Interview, 60 
industry information, 97 

information from previous employers, entering, 
166 

Inland Revenue 

payroll liabilities and, 181 

Installation Key Code, entering, 3 

installing 

QuickBooks, 3 
Timer, 202 

what happens during, 8 

Internet 

changing your connection, 85 
connecting QuickBooks to, 83 
requirements, 83 
setting up a connection, 84 
updating QuickBooks from 
updating 

QuickBooks from the Internet, 86 

Intuit 

phone numbers, 240 
registering your software with, 4 
technical support, 236 
Web sites, 240 

investment tracking, only in Quicken, 27 

invoice 

creating from open sales order, 211 
creating sales order from, 213 

invoices 

choosing format, 62 
ordering from Intuit, 241 

items, 208 
about, 80 
foreign prices, 138 
payroll, 159-163 



J 

job 

multiple estimates per, 215 
jobs 

payroll expenses, tracking by, 157 
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K 

keeping track of out of stock, 208 



L 

leaving employees, 1 75 
printing P45s, 175 

liabilities 

accounts for, 47 
adjusting for payroll item, 182 
balance sheet, viewing on, 50 
defined, 50 

payroll, see payroll liabilities 
VAT, paying, 130 

limited company 
described, 54 

lists 

described, 94 
exporting, 28 

exporting for use in Timer, 191 
updating for Timer, 195 

loan amortisation, only in Quicken, 27 

locations, tracking, 45 

locking past VAT quarters, 113, 132 

login, 111 

long term liability accounts, 47 
lost company file, 6 



M 

maintaining VAT records, 131 

maintenance releases, ordering from Intuit, 241 

manually update QuickBooks, 87 

margins 

adjusting alignment when printing forms, 
115 



adjusting for reports, lists, and graphs, 115 

markup 

estimates, on, 215 

maximum number of users, 109 

memorising reports, 100 

memory required to run QuickBooks, 2 

merging 

names after converting from Quicken, 20 
midyear setup, 82 

modifying your Internet connection, 85 

mortgage amortisation, only in Quicken, 27 

multicurrency 

creating a currency, 139 

creating POs for foreign suppliers, 147 

currency calculator, 141 

depositing foreign money, 146 

exchange rates, 134, 141 

foreign customers, 137, 145 

foreign items, 138 

foreign suppliers, 137 

home-currency adjustments, 142 

invoicing foreign customers, 145 

paying foreign suppliers, 148 

payments from foreign customers, 145 

realised gains & losses, 144 

setting up, 134-141 

setting up foreign accounts, 136 

transferring money, 149 

triangulation, 142 

unrealised gains & losses, 142 

upgrading your QuickBooks 8.0 foreign 

customers, 10 
using, 134-141 

multiple estimates per job, 215 

multiple users 

and Windows 2000, 2 
maximum number of, 109, 112 
setting up for, 107, 109 
update QuickBooks for, 88 

multi-user mode, 111 
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N 

names, Quicken conversion and, 20 

National Insurance, payroll items for, 160 

navigators, 93 

net worth, 48 

networks 

how QuickBooks works on, 110 
maximum number of users, 109 
setting up QuickBooks on, 107, 109 
sharing QuickBooks on, 111 

NIC, payroll items for, 160 

non-posting accounts on chart of accounts, 46 

notes, adding to Timer activities, 194 

number format in reports, 99 

number remaining field, 121 

numbers 

changing how numbers display, 89 

O 

onscreen help, 96 
how-do-I menus, 96 

Open Window list, 93 

Opening Bal Equity account, 82 
adjusting balance during setup, 82 

opening balance 
for accounts, 80 

opening balances 

entering in EasyStep Interview, 55 

order 

creating sales, 210 

ordering 

cheques, 241 
envelopes, 241 
invoices, 241 

maintenance releases of software, 241 
pay slips, 241 
software upgrades, 241 
statements, 241 
user's guides, 241 



orders 

tracking for customers, 208 

other asset accounts, 47 

other current asset accounts, 47 

other current liability accounts, 47 

Other Names list, after Quicken conversion, 19 

Other, on reports, 102 

overpayments 

payroll liability, refund cheque for, 184 

owners/partners, paying for time worked, 199 

P 

Pll forms, 185 

and year-to-date setup, 167, 186 

P14/60 forms, 185 

and year-to-date setup, 167, 186 
printing, 188 

P32 forms, filing, 184 

P35 forms, 185 

P35 summary 
report, 188 

P45 forms 

printing for leavers, 175 

P45 forms (joiners), 166 

P60 forms 

tracking information in QuickBooks, 162 

partial exemption adjustment for VAT, 127 

partnerships 
described, 54 

income and expenses, tracking by partner, 45 
time worked, paying partners for, 199 

passwords, 111 
changing, 112 

close books or period with, 113 
deleting, 112 

pay slips 

ordering from Intuit, 241 
printing, 180 

paying 

employees, 178 
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foreign suppliers, 148 

nonemployees (subcontractors), 199 

payroll liabilities, 181, 184 

VAT liabilities, 130 

VAT to HM Customs & Excise, 131 

payments 

pay slips, printing, 180 
payroll, 178 

payroll 

accounts, 156 

checklist for setting up, 154-156 
condensing payroll data, 104 
customising accounts for, 156 
EasyStep Interview and, 76 
employee template, adding to, 164 
employees, individual, setting up for, 166 
expenses, 157 

historical transactions, entering, 167-172 

paying employees, 176 

preferences for, 153 

service, 152 

setting up, 154 

subaccounts, 156 

tracking expenses, 158 

turning on or off, 152 

payroll cheques see payroll payments 

payroll expenses 

class, tracking by, 158 
customer, tracking by, 157 
job, tracking by, 157 
reports, 157 

service item, tracking by (QuickBooks Pro 
only), 158 

payroll forms 
Pll forms, 185 

and year-to-date setup, 167, 186 
P14/60 forms, 185 

and year-to-date setup, 167, 186 
P14/60 forms, printing, 188 
P32, 184 
P35 forms, 185 
P35 summary report, 188 
P45, 166 



P45s, printing, 175 

payroll items, 159-163 
additions, 161 
changes, effects of, 174 
commissions, 161 
created by QuickBooks, 159 
creating new, 161 
deductions, 161 
displayed by QuickBooks, 159 
editing, 173-174 
employer contributions, 161 
examples of common items, 162 
holiday, 160 
hourly wages, 161 
liabilities, adjusting, 182 
order of, effect on amounts and gross pay, 

166 
salaries, 161 

payroll liabilities 
adjusting, 182 
Class 1ANIC, 184 
discounts for, 184 
how QuickBooks tracks, 158 
Pll forms, 185 
P14/60 forms, 185 
P14/60 forms, printing, 188 
P32, 184 
P35 forms, 185 
P35 summary, 188 
paying, 181, 184 
penalties, 184 

year-to-date summaries for setup, 171 

payroll payments 
creating, 178 
deleting, 178 
editing, 178 
historical, entering, 168 
printing cheques, 180 
printing pay slips, 180 
reviewing and correcting, 1 78 
voiding, 178, 180 

Payroll Service, 152 

payroll taxes 
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employees, setting up for, 166 
historical, 167 
on employee defaults, 164 
P14/60 forms 

printing, 188 
P32 forms, filing, 184 
P35 summary report, filing, 188 
paying, 181, 184 

payments, entering year-to-date summaries, 
171 

refunds for overpayments, 184 
tax forms, filing, 181 

permissions 

using to close your books, 132 

phone numbers 
Intuit, 240 

ordering cheques and other supplies, 241 
ordering software and other products, 241 
Payroll Service, 241 
registering QuickBooks, 240 

POs for foreign suppliers, 147 

preference 

turn on sales order 
sales order 

turn on preference, 209 

preferences 

described, 61, 62 
employee, 153 
multicurrency, 135 
payroll, 153 
setting up, 61, 62 
users, 110 

using classes, turning on, 45 

previous employers, and new employees, 166 

previous versions of QuickBooks, upgrading 
from, 6 

printers, using to print payroll forms, 188 

printing 

alignment, adjusting, 116 
estimates, 215 

files to disk, compared to other methods of 

transferring data, 28 
margin issues, 115 
P14/60 forms, 188 
P45 forms, 175 
pay slips, 180 
payroll cheques, 180 



realised gains & losses report, 144 
troubleshooting, 114 
unrealised gains & losses, 142 

prior liability payments, 171 

problems 

printing, solving, 114 

problems, solving before you call Intuit, 237 

procedures, finding, 96 

product lines, tracking by, 45 

product registration, 4 

professional advisors, 44 

profit and loss statement, described, 51 



Q 

quarterly accounting, 120 

quarters 

locking past VAT, 132 

QuickBooks, 2 

Administrator, 111 
and your industry, 97 
comparing with Quicken, 24 
dates, changing format, 89 
disk space required for, 2 
file types, 5 
installing, 3 

multiple users, 107, 109 

network, sharing on, 111 

numbers, changing format, 89 

Payroll Service, 152 

professional advisors, 44 

registering your software, 4 

reinstalling, 6 

sample company, 97 

transferring data, 27 

update problem, fix, 13 

updating, 86 

updating from a CD, 88 

updating multiple users, 88 

user's guides, ordering from Intuit, 241 

Web site (QuickBooks.co.uk), 242 

Quicken, 16-26 

accounts payable, converting, 19, 22 
accounts receivable, after conversion, 21 
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categories, equivalent of, 24 
comparing with QuickBooks, 24 
converted data, differences, 26 
converted data, fine-tuning, 18-20 
converting 

to QuickBooks, 16-20 
setting preferences, 20 

R 

RAM required to run QuickBooks, 2 

realised gains and losses, 144 

receiving VAT refund, 131 

recharged import VAT by shipper, 124 

record 

exempt input tax, 127 
import VAT, 124 

import VAT paid by direct debit, 125 
VAT on private fuel, 125 

records 

keeping for VAT, 131 

refreshing data, 110 

refund 
cheques 

payroll liability, 184 
receiving from HM Customs & Excise, 131 

registering QuickBooks, 4 

registers 

described, 95 

entering transactions in, 80 
reinstalling QuickBooks, 6 
remitting VAT to HM Customs & Excise, 131 
remove VAT rounding, 128 
reorganising transactions in reports, 99 
Rep field in New Employee window, 166 
Report Finder, 98 
reports 



changing the scope of the information, 101 
customising, 99 
date ranges, 101 
EC sales list, 129 
filtering, 101 

finding the report you want, 98 

fonts on, 99 

for VAT, 128 

memorising, 100 

"Other" on, 102 

realised gains & losses, 144 

saving the customisation and filtering, 100 

trial balance, 8 

unrealised gains & losses, 142 
VAT 100, 129 
VAT detail, 129 
VAT summary, 129 

requirements, hardware and software, 2 

restoring company data, 103 

retained 

earnings, adjusting for during setup, 82 
transactions, 105 

retained earnings 
description, 48 

rounding of VAT, eliminating, 128 

S 

salaries 

employee, changing, 174 
employee, entering, 165 
payroll item for, 161 

removing from bonus payroll payment, 1 78 
year-to-date, entering for setup, 168 

sales 

commission tracking, 166 
foreign customers, 145 
forms described, 94 

sales orders 
creating, 210 

creating from invoice, 213 
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creating invoice from open, 211 
tracking, 208 

sales tax 

how QuickBooks tracks, 120 

sales tax for non-EC countries, 124 

sample company, 97 

Scottish Variable Rate, 165 

searching for lost company file, 6 

security 

passwords, 111, 113 

selecting an accounting period, 120 

Service for Payroll, 152 

service items 

tracking payroll expenses by (QuickBooks Pro 
only), 158 

setting up 

an Internet connection, 84 
chart of accounts, 60 
employee defaults, 164 
employee payroll information, 163-164 
employee year-to-date payroll summaries, 
168 

foreign accounts, 136 
foreign customers, 137 
foreign suppliers, 137 
multicurrency, 134-141 
payroll, 154 
your business, 57 

sharing QuickBooks on a network, 111 

sheet-fed printers, using to print payroll forms, 
188 

shipper, recharging VAT, 124 
sick time 

accrual period and hours, entering on 
employee defaults, 164 

single activities 

entering details about in QuickBooks, 199 
timing, 197 

SMP (Statutory Maternity Pay), payroll items for, 
160 

software requirements, for QuickBooks, 2 
software upgrades, ordering from Intuit, 241 
sole proprietorships, description, 54 
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spreadsheets 

transferring data to and from QuickBooks, 28 

SSP (Statutory Sick Pay), payroll items for, 160 

standing orders 
creating, 121 

start date, 53, 66 

statements, ordering from Intuit, 241 

Statutory Maternity Pay, payroll items for, 160 

Statutory Sick Pay, payroll items for, 160 

step-by-step instructions, finding, 96 

Stopwatch 

timing activities with, 197 
when to use, 189 

subaccounts, payroll, 156 

subclasses, 45 

subcontractors 

time worked, paying for, 199 

subtotals on reports, 99 

summary transactions, 105 

suppliers 
foreign, 137 

time worked, paying for, 199 



T 

tax credits, payroll items for, 160, 165 

tax forms 

Pll forms, 185 

and year-to-date setup, 167, 186 
P14/60 forms, 185 

and year-to-date setup, 167, 186 
PI 4/60, printing, 188 
P32, 184 
P35 forms, 185 
P35 summary, 188 
P45, printing, 175 
payroll, 181 

selecting in EasyStep Interview, 60 

tax tables, payroll 

phone number for subscribing, 241 

technical support 
before you call, 239 



If you don't find the topic you are looking for here, try QuickBooks Help. From the 
QuickBooks Help menu, choose Help Index, enter the keyword, and press ENTER. 



phone numbers and Web sites, 240 

templates, employee, 164 

time tracking 

deciding whether to make time billable, 189 
for employees, 189 
options for tracking, 189 
recording time manually in QuickBooks Pro, 
197 

recording time with the Stopwatch, 197 

time, paying nonemployees for, 199 

Timer 

creating disks for, 202 
data 

backing up, restoring, or condensing, 195 
exporting to QuickBooks Pro, 196 
files, creating, 193 

hardware requirements, 204 

install disks, creating, 202 

installing from CD, 203 

lists 

exporting from QuickBooks Pro, 191 
importing from QuickBooks Pro, 193 
updating to match changes in QuickBooks 
Pro, 195 

recording activities in, 193 

setting up, 192 

when to use, 189 

timesheets 
blank, 198 
filling out, 199 

tracking 

payroll expenses, 158 

transactions 
audit trail, 113 

deleted during condensing, 105 
historical, 78 
retained, 105 
sorting 

in reports, 99 
summary, created during condensing process, 
105 

transferring 



data, 27 

foreign money, 149 
trial balance, 8 
triangulation, 142 

troubleshooting printing problems, 114 

turning on 

audit trail, 114 
class tracking, 45 
payroll, 152 

sales order preference, 209 



U 

uncategorised 
expenses, 82 

account, adjusting at setup, 81 
income, 82 

account, adjusting at setup, 81 

unpaid bills, 64 

unrealised gains & losses report, 142 

updating 

automatically, turn off, 87 
exchange rates, 141 
problems with, 13 
QuickBooks, 86 
QuickBooks automatically, 87 
QuickBooks for multiple users, 88 
QuickBooks from a CD, 88 
QuickBooks manually, 87 

upgrading 

foreign customers in QuickBooks 8.0 to 9.0 
Pro, 10 

from a previous version of QuickBooks, 6 
ordering, 241 

user's guides, ordering from Intuit, 241 

users 

and Windows 2000, 2 
auditing, 113 
login, 111 
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maximum number of, 109, 112 
multiple, 107, 109 
passwords, 111 
setting up, 109, 111 



V 

VAT 

adjusting account for, 126 

amount owed as of start date, 81 

correcting an error, 126 

deferment arrangement, 125 

eliminating rounding, 128 

for EC member states, 123 

for non-EC countries, 124 

generating a report, 128, 130 

historical data, 81 

how QuickBooks tracks, 120 

keeping records, 131 

locking after paying, 113, 132 

locking past quarters, 113, 132 

paid by direct debit, 125 

partial exemption adjustment, 127 

paying for fuel scale charges, 125 

paying liability, 130 

recharged import by shipper, 124 

record exempt input tax, 127 

record import, 124 

record on private fuel, 125 

remitting to HM Customs & Excise, 131 

rounding, eliminating, 128 

VAT codes 
creating, 122 
ES, 123 
EZ, 123 
setting, 122 
setting a default, 123 

VAT refund 
receiving, 131 

version 

information, accessing, 7 



versions, upgrading from previous, 6 
voiding, payroll payments, 180 

W 

wages 

employee 

changing hourly rates or salary, 1 74 

entering hourly rates, 165 

entering salary, 165 
hourly, payroll item for, 161 
salary, payroll item for, 161 
year-to-date, entering for setup, 168 

Web sites 

connecting QuickBooks to, 83 
Intuit, 242 

products and supplies, 241 
technical support, 242 

Week 1 /Month 1 Payroll Tax Code, 165 

WFTC, payroll item, 160, 165 

Windows 

converting Quicken to QuickBooks, 16-26 
software requirements for QuickBooks, 2 
software requirements for Timer, 204 

Windows 2000 and multiple users, 2 

windows within QuickBooks, 93 

withholding 
paying, 184 

word processors 

transferring data to and from QuickBooks, 28 

Working Family Tax Credit, 160, 165 

Y 

year-to-date amounts 

payroll, entering, 167-172 
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^How do 1 contact 
Intuit if there is 
a problem? 



If you are unable to solve a problem, you can get 
assistance by telephone, fax, and the Internet. 
Intuit also offers services to help you make the 
most of your software. 



Intuit product support 



QuickBooks Support Network options 

The QuickBooks Support Network offers three technical support plans designed to 
help you get the most from your QuickBooks investment. Choose the one that 
meets your needs and work assured that our QuickBooks Support Experts are only 
a phone call or e-mail away. 

■ Premium Support Plan: Your one-year membership gives you priority Free- 
phone access to expert technical support expert, a free QuickBooks training 
guide, free access to the QuickBooks Data Recovery Support service, and a 
selection of pre-printed forms for use with QuickBooks. You'll receive assis- 
tance with up to 10 incidents per year. To sign up for this plan, see "Quick- 
Books Support Network (QBSN)" on page 242. 

■ Standard Telephone Support Plan: If you want to know that expert assis- 
tance is just a phone call away but your business is on a budget, the Standard 
Telephone Support plan offers you significant cost savings per incident. A 
one-year membership covers up to five incidents for all features of Quick- 
Books and includes a selection of pre-printed forms. To sign up for this plan, 
see "QuickBooks Technical Support" on page 242. 

■ Free Email Auto Reply Service: Send a blank email to 
quickbooksukhelp@intuit.com and you'll receive a list of the top five 
frequently asked questions. 

Data recovery 

If your QuickBooks data file becomes damaged, data recovery is available for a fee. 
See "QuickBooks Technical Support" on page 242 for contact information. 

Password Recovery 

If you forget your password, password removal is available for a fee. See 
"QuickBooks Technical Support" on page 242 for contact information. 

Web-based support 

The official Web site for United Kingdom QuickBooks users is 
http://www.quickbooks.co.uk. Visit this site to get answers to many QuickBooks 
frequently asked questions, important QuickBooks updates and information 
about special offers. If you have Internet access on your computer, you can reach 
QuickBooks.co.uk from the Help menu in QuickBooks. 
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Support from a professional accountant 



If you're just getting started, we've got the resources and expertise you need to get 
off on the right foot. Professional accountants, who are part of our Professional 
Advisors programme and are also expert QuickBooks users, can help you get your 
business set up and operational in no time. For more information about this 
programme, see "QuickBooks Professional Advisors Programme" on page 44. 

Solving problems on your own 

Use the following guidelines to help solve a problem you are having. 

Try the procedure again 

Start at the beginning. Examine windows where you filled in fields to be sure you 
are asking the program for what you want. 

For example, if invoices you just entered are not showing on your Profit and Loss 
statement. You should ask questions such as, 

■ Does the date of the report include those invoices? 

■ Do the invoices appear if you change the report from Cash to Accrual basis? 

■ Does this problem occur with only invoices for one particular customer? 

■ Have you changed any filters on the report? (Try to create a new report from 
scratch to see if the problem is solved.) 

Try a related procedure 

For example, if you have a printing problem, 

■ Ensure the printer is working by trying to print something else. If you have 
trouble printing cheques, try printing a report. If you can't print one of the 
sales forms, try printing a similar form. 

■ If you can't print from QuickBooks, try printing from another programme 
such as Microsoft's Notepad. If nothing prints from Notepad, you know the 
problem is related to the printer, not the software. Check the printer connec- 
tions, the printer driver, the print queue, and so forth. 

Think about what has changed 

■ Have you changed or added other programs on your computer recently? 

■ Have you added a new printer? 

■ Have you moved the QuickBooks company file to a new location? 

■ Have you changed a setting in the Preferences window? 



Intuit product support I 237 



If the program "hangs" or locks up on you 



There can be a number of reasons why your system freezes while using 
QuickBooks. Try restarting your computer to see if that solves the problem. If 
restarting doesn't help, go through the following list of questions and take any 
related action: 

■ Does your computer system (and network) meet the minimum requirements 
necessary for QuickBooks? (See "Hardware and software requirements" on 
page 2.) 

■ Are you making the best use of available system resources by shutting down 
other programs that may be running? (Check for programs that may be 
running in the background without your knowledge.) 

■ Do you have enough hard disk space available? (This is particularly common 
for those working in a multi-user, peer-to-peer network situation.) 

■ Do you have any conflicts with sound or video drivers? 

Note: If you encounter system freezes while using QuickBooks, you may want to ring our 
QuickBooks Support Experts. Before you call, see "Speaking with a QuickBooks 
Support Expert" on page 239. 

Using the QuickBooks utilities 

A technical support representative may ask you to run the Verify Data or Rebuild 
Data utility to recover damaged transactions. The Verify utility detects any data 
errors; the Rebuild utility corrects most problems. 

Because Rebuild can cause additional problems to your data file that can increase 
the difficulty of recovering your data, we do not recommend running Rebuild on 
your own. 

Note: The Rebuild utility requires that you back up your company first. If a technical support 
representative asks you to run Rebuild, you will need to have formatted disks on hand 
for the backup. 
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Speaking with a QuickBooks Support Expert 



Be prepared when you call 

If you need to ring for assistance, you will get a solution more quickly if you: 

■ Make sure you have registered your copy of QuickBooks and have your regis- 
tration number ready. To display your registration number, choose About 
QuickBooks from the Help menu. 

■ Are at your computer with QuickBooks running. 

■ Try to remember the windows you opened and the tasks you did prior to 
encountering the problem. Know the exact wording of any message that 
appeared on the screen. 

■ If your company file is set up for multiple users who have access to different 
areas of QuickBooks, you'll need to have access to most of the software. You 
might also want to switch to single-user mode. 

■ Have a pencil and paper handy to take notes. 

■ Have the following information ready when you ring, as it is sometimes 
needed: 

Customer number if you have purchased an annual telephone support 
plan 

Model of computer and amount of memory (RAM) and hard disk space 
Accessory manufacturer, type, and model (monitor and printer, for 
example) 
Windows version 

Network configuration and software version 
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Contacting Intuit 



Customer Service 



For information 
about... 

■ Software 
replacements 

■ Billing inquiries 

■ Exchanges 

■ Order status 



Comments. 



We're happy to hear from you! 



Contact... 

Within United Kingdom: 

0845 606 2161 
Monday - Friday 
9:30 a.m. - 5:30 p.m. 
(English bank holidays 
excluded) 
Outside United Kingdom: 
+00 44 870 609 0601 



or visit our Web site: 
http://www.QuickBooks.co.uk 



QuickBooks registration 



For information 
about... 



Comments. 



Contact. 



Registering QuickBooks 

2002 

or 

QuickBooks 2002 Pro 



You can register online or by 
telephone. 



To register online: 

From the File menu in Quick- 
Books, choose Register Quick- 
Books, and then choose 
Online. 



To register by phone within 
United Kingdom: 

0845 606 2162 
Outside United Kingdom: 

+00 44 870 609 0601 
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Supplies and product ordering 



For information 
about... 


Comments... 


Contact... 


Ordering QuickBooks 
supplies 


We've joined up with 
Business Stationery Direct to 
offer you QuickBooks supplies 
such as: 

■ Cheques 

■ ln\/rur*PQ 

■ 1 I 1 V \J 1 Leo 

■ Statements 

■ Envelopes 

■ Pay slips 


To order supplies from Business 
Stationery Direct: 
Freephone 0800 374 285 

or visit their Web site: 
http://www.bsdstat.co.uk 


Ordering Intuit products 


Includes: 

■ Software upgrades 

■ Additional user's guides 

■ Other software products 
such as Quicken 


To order QuickBooks products: 
Within United Kingdom: 

0845 606 2161 

Monday - Friday 

9:30 a.m. - 5:30 p.m. 

(English bank holidays 

excluded) 
Outside United Kingdom: 

or visit our Web site: 
http://www.QuickBooks.co.uk 


QuickBooks Payroll Service 


For information 
about... 


Comments... 


Contact... 


QuickBooks Payroll 
Service 


To use QuickBooks' payroll 
features, you must have an 
active subscription to the 
Payroll Service. 
An Internet connection is 
strongly recommended. 


Within United Kingdom: 

0845 606 2161 
Monday - Friday 
9:30 a.m. - 5:30 p.m. 
(English bank holidays 
excluded) 
Outside United Kingdom: 
+00 44 870 609 0601 

or visit our Web site: 
http://www.QuickBooks.co.uk 
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For information 
about... 


Comments... 


Contact... 


Renewing QuickBooks 
Payroll Service 


As your QuickBooks payroll 
renewal date approaches, we 
will send you a form which you 
must complete and fax to us in 
order to renew your payroll 
subscription. You can also 
renew by phone if you like. 


To renew by fax: 

0845 601 1571 

To renew by phone: 

0845 606 2161 


QuickBooks Technical Support 


For information 
about... 


Comments... 


Contact... 


QuickBooks Support 
Network (QBSN) 
For information about 
the various support 
options, see "Quick- 
Books Support Network 
options" on page 236. 


If you are currently signed up 
for an annual support plan and 
you need to speak with a 
QuickBooks Support Expert, 
ring the freephone number that 

\A/ac niupn to vnn whpn voii 
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signed up. You'll need your 
customer number. 

Customer Number 


To subscribe to a support plan 
within United Kingdom: 

0845 606 2161 
Monday - Friday 
9:30 a.m. - 5:30 p.m. 
(English bank holidays 
excluded) 
Outside United Kingdom: 
+00 44 870 609 0602 




(write down the customer number 
you got when you signed up for a 
telephone support plan) 


or visit our Web site: 
http://www.QuickBooks.co.uk 


QuickBooks Official 
Web site 


■ To use our Web Knowledge- 
base to get answers to many 
QuickBooks questions. 

■ To get the most up-to-date 
information, tips, & updates. 

■ To find a ProAdvisor. 


http://www.QuickBooks.co.uk 
available at all times 
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